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Introduction

Purpose

Structure and
Organization

Form 17-8 Listing and Coverage: A Survival Guide for
the Field Representative provides Census Bureau
Field Representatives (FRs) with listing and coverage
procedures. Due to automation and other
technological advances, listing and coverage
procedures are organized into two manuals:

1 Form 11-8 Volume I, Current Surveys Listing
and Coverage

1 Form 11-8 Violume II, Demographic Area
Address Listing (DAAL)

Form 11-8 Volume I - provides listing and
coverage procedures for current surveys at time of
interview and contains instructions for handling and
maintaining the various paper forms (non-automated)
used for current surveys.

Form 11-8 Volume II - provides instruction for
electronic listing and mapping (automated) via laptop
computer.

This manual is divided into a series of chapters and
each chapter is divided into a series of modules. The
following describes the numbering system used in this
manual:

u Chapters are numbered sequentially, for
example Chapter 1, Chapter 2, and so forth.

u Modules are numbered sequentially within
chapters and the module number is a
compound number consisting of the chapter
number and module number. For example, the
first module of Chapter 1 is numbered 1.1.
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What This Manual
Contains

u Pages are numbered sequentially within
modules. However, page numbers do not carry
module or chapter numbering. Information is
organized and navigated by module number,
not page number.

Chapter 1- Demographic Area Address Listing
(DAAL) - covers case management, automated
listing and mapping instruments, and DAAL
assignment types.

Chapter 2 - Update Block (UB) Assignments -
covers procedures for using the update block method
to list and verify addresses.

Chapter 3 - Listing GQs in the GAIL - covers
procedures for listing GQ-A (GQs in update block
assignments) and GQ segment assignments in the
GAIL.

Chapter 4 - Locate Address (LA) Assignments
- covers procedures for using the locate address
method to locate and update address information.

Chapter 5 - Find Growth (FG) Assighments -
covers procedures for using the find growth method to
locate new housing units in assigned geographic
areas.

Appendix A - DAAL Outcome Codes - detailed list
of DAAL Outcome Codes.

Appendix B - GQ Type Codes - detailed list of GQs
by type code and description.

Appendix C - Special Situations - instructions for
special situations.

Glossary - an alphabetical list of terms relating to
demographic area address listing.

Index - an alphabetical list of topics, keywords, and
synonyms used in this manual.
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Typographic The following typographical conventions are used in
Conventions this manual:

(= Bold text identifies a paragraph tag. A
paragraph tag is used to emphasize
introductory terms. For example:

Index - an alphabetical list...
(= ltalicized text identifies new terms introduced,
document titles (forms and manuals), and is

used for emphasis when required.

0 Courier Bold identifies words that can be
read from the computer monitor.

= <Carets> identify keys on the keyboard. For
example:

Press the <F5> edit function key.

Screening (light color shade screen) is used to highlight
important text such as notes.

Updating This Anytime an update to this manual is required, the

Manual entire module affected will be replaced. Check the
module issue date in the lower left corner of each
module page to ensure that you have the latest
module release.
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Demographic
Area Address
Listing (DAAL)

1.1 Overview: Case
Management



Chapter 1 >>>> Demographic Area Address Listing (DAAL)

m Overview: Case Management

Topics In This Section

What is DAAL Case Management? . . ...............uuuunueennnnn.. I
Importing Datasets . ... ... ... ... . ...t e 2
Viewing and Organizing Your Listing Assignments ................... 5
Planning Your Route and Working Your Assignments .. ................ 8
Entering the Listing Instruments (ALMlor GAIL) . .................... 10
ALMI Data File Management . .............. ... ueiueeueennennnns 12
Assigning Outcome Codes . . ... ... ... e 14

What is DAAL Case The Demographic Area Address Listing (DAAL) Case

Management? Management application displays your listing
assignments, also known as cases, so that you can plan
your work before entering the Automated Listing and
Mapping Instrument (ALMI) or Group Quarters Automated
Instrument for Listing (GAIL).

The DAAL Case Management (CM) allows you to do the
following:

Import datasets,

View and organize your listing assignments,
Plan your route,

Enter the listing instrument (ALMI/GAIL), and
Assign outcome codes.

OO0 OO
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Title Bar

Menu Bar ———
ToolBar —

Case List

Pane

Details Pane

Record

Count

Importing Datasets

The DAAL Case Management screen is displayed in
Figure 1.1-1.

+ Case Management SURVEY: DAAL (8 x|
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Figure 1.1-1 DAAL Case Management Screen

Before you can begin listing, you must import the datasets
needed to complete your assignments into the ALMI.
Every six months your Regional Office (RO) will provide
you with a CD-ROM that contains ALMI data for all the
counties in the region. Based on the counties where your
assignments are located, Case Management will tell you
which county datasets to import and when to import them
(usually when you first enter Case Management). These
datasets contain all the addresses in each county, as well
as the streets and other geographic information needed
by the ALMI.

You must attach the CD-ROM before turning on your computer.

Overview: Case Management

February 2003
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To import datasets when you first launch DAAL
Case Management, do the following:

1 When you launch DAAL Case Management, the
Dataset(s) Needed screen will display:

Dataset[s] Needed X |

For some of your cases, you need to import these ALMI datasets—-

W <CDp <Stater <Countys Cancel |
W <CD> <Stater <Countys Help |

W <CD <Stater <Countus
¥ <CDC: <Stater <County:

Press ENTER to load the dataset{s] or ESC to go to Case
Management.

2 Click ‘OK’ or press <Enter>. The Dataset CD
Needed screen will display:

Dataset CD Needed x I

Please make sure vour CO-ROM drive is attached and the correct CO s Jics o) |

inside it. Help |

Press ENTER to continue or ESC to cancel.

3 Click ‘OK’ or press <Enter> when the CD-ROM
drive is attached and the CD is loaded. The
import process will begin.

Overview: Case Management
February 2003
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To import datasets after you have launched DAAL
Case Management, do the following:

1 Look on the DAAL Case Management Menu
Bar, click ‘File’ and select ‘Import’.

3 Case Management =12 x|
Ele Edi Yien Actions Help

& = 2 E =w 1 B »

SelEct e FOGoDe I3 Reportz F Liotng [T Mows  Fovise  FaSom PO [ilGoTo. (i

Import, Cirl+|

Save s

House f Steet Name Zip__[60 Name DueDate_Slat_Floute &
a1 TiotH

Exit B EEE
ST S0 | X T E) 933
24003 | GO (823201002 B2 OLLEGE (21301 S&M'S PLACE 333
24003 | G0 (423201003 DISTAICT 2 &0 OLLEGE {21401 ZACHARY HALL 353
24103 [G0.4/423201004 555 |LINCOLN TRAIL 21407 DWIGHT D_EISENHOWER HALL EEE]
24003 [G4/42320/1005 RICT 4 245 /ARFIELD 21401 NAVALLOCK-UP B EEE]
24 003 Vﬁazaznm il 111311 ANTIOCK 21146 AOSE GARDEN ASSISTED LIVING 999
24 003 |GU-A[82320/1008 A | 20764 HOPE HAVEN 933
24003 | G0 (423201002 i 616 R0 21144 HELPING HANDS 353
24039 [GO.-A[423201002 R {7000 JADVENTIST 21817 WADE HALL EEE]

[ K

[ — | o Hotes | Adeitonal Info | Contacts | History

2 The Dataset(s) Needed screen will display:

Dataset|s] Needed |

For some of your cases, vou need to import these ALMI datasets--

[T <COe <State <Countys Cancel |
[~ <CD> <Stater <Countus Help |
[~ <CD> <Stater <Countus

[~ <CDe <Stater <County:

Press ENTER to load the dataset[=s] or ESC to go to Case
Management.

3 Click the checkbox for each dataset you want to
import and then click ‘OK’. The Dataset CD
Needed screen will display:

Dataset CD Needed I

Fleaze make sure vour CO-RORM drive is attached and the correct CDis ﬂl

ingide it. Help |

Press ENTER to continue or ESC to cancel.

Overview: Case Management
February 2003 4
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Click ‘OK’ or press <Enter> after the CD-ROM
drive is attached and the CD is loaded to begin
the import process.

Viewing and The Case Management Case List Pane (Figure 1.1-2)
Organizing Your displays each of your assignments on a separate line.
Listing Each assignment contains basic geographic information
Assignments as well as Assignment Type, Due Date, Status, and

Route. You can sort on one or more of the columns in the
Case Management Case List Pane by clicking on the
heading at the top of the column.

Data
Columns ——— [F8U rowe Tiov (b HDFPamMaw Husc#] Syt [z GOMame  Cuclar 5 | AT
Tl T T [ T T T ]
13293 Ly -1 U 21U Lawren U2 2000
12203 | L4 14 Alearia 20204 05-22-2700
- |3 x93 Ly 100 Swee.watel 30256 05:33:?00
Assignments e T T fErm oo AT
13292 | L4 9906 00| RR2 EO-T3 06 272700
13233 | UB 05-33-2700
13253 | UB 9905.00[ X2 |SanAntonio 05-31-2700
El
Figure 1.1-2 Case Management Case List Pane
You can also view more information about each
assignment by selecting the assignment and then
selecting the tabs on the Details Pane (Figure 1.1-3).
Assignment | Addiional Infarmiation | ¥ Notes Contacts History |
Lol Murnbesr: |1 3243 Lasal 21 3243000 Survey | LIt oo e 'H_ﬁ [
Page Tabs | Aeviwwwna Tow [Coorty Rewod [ Actioe [0
et ffire: I
.:D Dln'lr::'jﬁ: :-:’:;:.sctt. Gtreet: |
Rural Address [
Location Description [ URI PN
County: [OPTOM State[ MaF 10
Flave. I Density Bg M
M I #lnts lsted T
AlANHH [ ft Urite Expactad
Calback Notes |

Figure 1.1-3 Case Management Details Pane

To view notes, go to the Notes tab. If there is no
checkmark present on the tab title, there are no notes to
view.

To add or edit notes, press <F7> Notes.

Overview: Case Management
February 2003
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Assignment Type Below is a brief description of DAAL assignment 7ypes,
the basic geographic level shown in Case Management
for each type, and an overview of what you need to do to
complete each assignment. Refer to the appropriate
chapter in this manual for more details on how to
complete each assignment type.

Geography or B
Unit Level Your Basic Job

Update
Block
(uB)

Block level
(County, Tract,
and Block)

» Locate the block.

» Verify that the addresses and
other features (i.e. streets) in
the block are accurately
represented in the ALMI.

» Make changes or additions
where necessary.

Update
Block—
NHIS

(UB-N)

Block level
(County, Tract,
and Block)

» Locate the block.

» Record or verify the
addresses in the ALMI.

» Verify that the features in the
ALMI are correct.

» Make changes or additions
where necessary.

The procedures for UB-N are
similar to those for Update Block.
Unlike Update Block, UB-N won't
have any addresses appearing in
the ALMI at time of initial listing.

Locate
Address
(LA)

Unit level
(Higher level
geography may
or may not
indicate where
the unit actually
is.)

» Find the unit on the ground.

» Mapspot the unit in the
correct tract and block in the
ALMI.

» Make any necessary changes
to the address.

» Verify that any features (for
example, streets) associated
with the assigned address are
accurately represented in the
ALMI.

Overview: Case Management
February 2003
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Geography or B
Unit Level Your Basic Job

Find County, Tract, » Identify blocks in the

Growth Place, MCD or assigned PSU, tract, place,

(FG) ZIP Code level ZIP Code, etc., that contain
new growth.

» Add the blocks containing
new growth in the ALMI.
(These blocks will be sent out
as Update Block assignments
at a later date.)

If you encounter new growth
outside the geography indicated
in Case Management, you can
add these assignments in the

ALMI.
GQ-A GQ level » Verify the GQ address and
(GQinan name in the ALMI (via the
Update Update Block assignment).
Block) » Enter the GAIL to record or

verify contact information and
the units in the GQ.

You must update the GQ in the
ALMI before you can update it in
the GAIL. The only way to
update the GQ in the ALMl is to
find the Update Block assignment
associated with the GQ. (i.e.,
The Update Block and GQ-A
assignments have the same tract
and block number.)

GQ (GQ GQ level » Verify the GQ address and
ina GQ name in the GAIL.
Segment) » Record or verify contact

information and the units in
the GQ in the GAIL.

You do not need to enter the
ALMI to list this assignment type.

Overview: Case Management
February 2003 7
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Due Date The Due Date is the date by which you must send your
completed cases to the RO. You may receive up to three
months of listing assignments at one time. If you have
approximately the same number of assignments due each
month, it may be helpful to sort on Due Date and work on
the assignments due first. In all cases, due dates must be
met to allow future field work to be done on schedule.

Status The Status column in the Case Management Case List
Pane tells you the status of each assignment. Case
Management sets this code automatically based on the
work you do in the ALMI or GAIL. Use the Status column
to see what additional work you need to do on the
assignment. A brief description of each status code is
provided in the following table.

e Description
Code P

o Case opened, but not sufficient.

P Partial listing—sufficient.

L Listing is complete. (Completed cases are
removed from the Case Management Case
List Pane.)

E Listing is incomplete for a reason other than
severe listing conditions or inaccessibility.

F Listing cannot be completed due to severe
listing conditions or inaccessibility.

G The GQ listing is incomplete for a legitimate
reason.

Planning Your Use the Route column in the Case Management Case

Route and Working List Pane as an aid in planning. Entera ‘1" for the first
Your Assignments assignment you want to complete, a 2' for the second

assignment, and so on. Then, sort on the Route column.
You can also use the Sorting feature to sort by
geography. Sort your assignments by tract, MCD/Place
name, or ZIP Code when possible. Save your route after
you set it by pressing <Ctrl + S>.

Overview: Case Management
February 2003 8
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Use the ALMI to help you plan your route. You can enter
the ALMI through any assignment in Case Management
except for GQ-A cases. Commercial maps and your local
knowledge will also be useful in planning your work.

Since you probably have other surveys in addition to
DAAL, it is a good idea to coordinate your DAAL
assignments with your ACS or current survey
assignments. If you know you have DAAL assignments
and current survey assignments in the same general area,
plan on doing both on the same day.

Plan your work by Census tract or ZIP Code. You should
use the Address/Feature Search function in the ALMI to
identify a block or group of blocks where your Locate
Address assignments may be located, if this information is
not already provided. This will help you to minimize your
travel by combining your DAAL work with other survey
work, to the extent possible. You can locate the DAAL
addresses and verify their existence while you are in the
same area completing your ACS or other current survey
interviews.

Plan a route of travel before you begin your field work
each day. This will minimize your travel time and improve
efficiency. When you locate the block that contains your
assignment, you should identify the streets and features
that are the boundaries of the block. This will help you
confirm that you are in the correct block. If necessary,
drive around the block once to properly orient yourself.
Remember, you update only the housing units on the side
of the boundary that is /nside the block designated for
verification.

Plan your work so you can cover all assignments in the
same general area. When you have Update Block (UB)
and Locate Address (LA) assignments in the same tract,
try to do them during the same visit to the tract. However,
you should only work on one type of assignment at a time
when in the ALMI.

Example 1: Suppose you have an Update Block
and three Locate Address assignments in tract
0001.00.

The Update Block assignment is in block 1101, two of the

Overview: Case Management

February 2003
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Entering the Listing
Instruments (ALMI
or GAIL)

Locate Address assignments are in block 1102, and the
third Locate Address assignment is in block 1103. From
Case Management, choose the Update Block assignment
in block 1101 and select that block in the ALMI. While in
the ALMI, you work the Update Block assignment. Then,
exit the ALMI and go back to Case Management before
working on your Locate Address assignments.

I/t is recommended that you work the Update Block
assignment prior to working the Locate Address
assignments.

Example 2: Suppose you have one Update Block
and one Locate Address assignment, both in
block 1101.

In this example it would be more efficient to work on the
Update Block assignment first, because the Locate
Address assignment may be resolved as you are
canvassing and updating block 1101. That is, you located
the Locate Address assignment address while updating
the block.

Also, in many cases, you will not be furnished the block an
Locate Address assignment is in. By working the Update
Block assignments first, you may resolve many of the
Locate Address assignments in the process.

Before you can begin listing, you must select a case in
Case Management and press <F6>. Case Management
will launch the appropriate listing instrument based on the
type of assignment you select, and will communicate
information about the assignment to the instrument. The
instrument will use this information to open the appropriate
map (in the ALMI) or GQ (in the GAIL).

Once inside the ALMI or GAIL, follow the instructions
provided in the appropriate chapter of this manual to
complete the assignment. When you are finished, the
ALMI or GAIL will pass information about the completed
assignment to Case Management. Case Management
will use this information to assign an outcome code, add
new assignments, or update the Case Management
display.

Overview: Case Management

February 2003
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Once inside the ALMI, you may need to go to a different map
than the one the ALMI opens. For Locate Address and Find
Growth assignments for instance, the address or new
construction may not necessarily be in the geographic area
indicated in Case Management. For these assignment types,
the ALMI will allow you to switch to an editable map at a
different geographic level. For Update Block and UB-N
assignments, the ALMI will allow you to navigate adjacent
blocks on the block map as well as open non-editable overview
maps. Except for moving units to and from adjacent blocks (on
the block map), you will not be allowed to work outside the
assigned block.

Based on what you do in the ALMI, Case Management
may add a new assignment to the Case Management
Case List Pane.

The table below indicates what actions will result in a new
assignment.

If you select ...and perform | ...the following | ...and you
the following the following will happen in should do
assignment action in the Case the
type in Case ALMI... Management ... | following:
Management...
Update Block or Edita GQ in the A new GQ-A List the new
UB-N with any ALMI that doesn't | assignment will GQ-A
project code other exist in Case appear in the Case | assignmentin
than 4200 or 6385 | Management Management Case | the GAIL.
List Pane.
Update Block or Add a GQ A new GQ-A List the new
UB-N with any assignment will GQ-A
project code other appear in the Case | assignmentin
than 4200 or 6385 Management Case | the GAIL.
List Pane.
Any Identify block with | Case Management | Nothing.
new growth will keep track of all | Headquarters
blocks identify and | will send the
will send them blocks out as
back to Update Block
Headquarters. assignments at
a later time.

Overview: Case Management
February 2003
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ALMI Data File

Management

Data Backup

General Technical
Problems

The following topics describe ALMI data file management.

To avoid the potential loss of data for work that you
perform, you need to backup the data files stored on your
laptop on a regular basis. We recommend you backup
your data files to disks after every day of DAAL field work.
Only do this if you have been using your laptop.

To back up your data, do the following:

1 With the System Tools Submenu open, type B to
highlight Backup.

2 Press <Enter>.
3  Uncheck items you don’t want to backup.

4  Have your disks ready to put in the floppy drive
and press <Enter> to select ‘OK’.

5 Insert a disk in the floppy drive.
6 Press any key to continue.

7  Close the Backup application by pressing <Esc>.

It is difficult, if not impossible, to anticipate potential
technical problems that you may encounter during your
assignment. However, there are a few general steps that
you can take to alleviate the loss of data if you do
encounter technical problems with your laptop.

Overview: Case Management

February 2003
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While Not In ALMI

Difficulties With the Data
Files

® Attempt to save any data that you have keyed into the
laptop and are currently working on.

® Power down (i.e., turn off your laptop) using the normal
Windows shut down process.

B Re-boot your laptop again and resume work. If the
problem does not re-occur, it was very likely
temporary, and solved by power down and re-boot
process.

If the problem does return, refer to the laptop User’s
Handbook, or the ALM/I User’s Guide that accompanied
the shipment of your laptop. These manuals describe
potential issues and solutions, or describe how to use the
Help function available in the ALMI to resolve problems
that you may experience.

Lastly, if after reviewing the manuals, you cannot solve
the problem, contact your regional office DAAL
Supervisor. Describe the problem(s) you are experiencing
in detail during the phone conversation. The DAAL
Supervisor is familiar with the Windows environment and
the ALMI system. He or she can offer you assistance.

If you do encounter technical problems with the ALMI,
take the following steps to alleviate the loss of data:

® Attempt to save any data that you have keyed into the
laptop.

® Backup the data onto disks.

® Close the ALMI application, but do not power down
the laptop, (i.e., do not turn off your laptop).

m Attempt to start the ALMI application again and resume
work. If the problem does not re-occur, it is very likely
temporary, and was solved by you shutting down the
application and restarting the ALMI.

Overview: Case Management

February 2003
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If the problem does return, refer to the ALM/ User's Guide.
This manual describes potential issues and solutions, and
describes how to use the Help function available in the
ALMI to resolve problems that you may experience.

Lastly, if after reviewing the manuals and using the Help
function you cannot solve the problem, contact your DAAL
Supervisor. Describe the problem(s) you are experiencing
in detail during the phone conversation. The DAAL
Supervisor is familiar with the ALMI system. He/she can
offer you assistance.

Assigning Outcome An oufcome code tells you, Headquarters, and the RO

Codes what happened to a case—whether it was completed,
partially completed, inaccessible, and so forth. Case
Management will assign most outcome codes for Update
Block, UB-N, Locate Address, and Find Growth based on
what you do in the ALMI. The GAIL will assign outcome
codes for GQs, based on your responses in the GAIL. In
some cases you may need to assign an outcome code or
change outcome codes.

A list of all of the outcome codes, as well as a description of
each code, is provided in Appendix A. Note that all cases start
out as 800.

After you finish a case, and either you or Case
Management assigns it a transmittable outcome code, the
case is removed from your assignment list (the Case
Management Case List Pane). (See Appendix A or the
Reference Manual for a list of transmittable outcome
codes.)

When you realize you need to do more on an
assignment after it has been removed from the
Case Management Case List Pane, do the
following:

1 Press <F8>.

2 Select ‘Completed Cases’.

3 Highlight the assignment you want to work on.

Overview: Case Management
February 2003 14
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4 Select ‘Actions’ then ‘Set Outcome’ from the
menu.

5 Change the outcome code to a non-transmittable
code requiring follow up.

(Non-transmittable codes requiring follow up include 800,
802, or 804. See Appendix A or the Reference Manual.)
Changing the outcome to one requiring follow-up will
cause the case to reappear on the Case Management
Case List Pane. From the Case Management Case List
Pane, you can launch the listing instrument and make any
changes necessary. Note: You cannot launch the
instrument while in the <F8> View. You must be on the
Case Management Case List Pane.

To change an outcome code from either the Case Management
Case List Pane or the <F8> View, choose Set Outcome from
the Actions Drop Down Menu.

Overview: Case Management

February 2003
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Changing Outcome Codes Occasionally you will need to change an outcome code
that Case Management automatically assigns. For
instance, suppose you realize that you overlooked three
housing units after telling Case Management you were
finished with a block. Assuming that you have finished all
of the existing units in the ALMI (i.e., the units all have a
non-blank activity code) Case Management will
automatically assign an outcome of 801 (Completed
Residential) to the block, and the case will disappear from
your assignment list (the Case List Pane). To be able to
launch the ALMI again and add the three units, you will
need to find the case in the <F8> View and change the
outcome code to an 804 (Sufficient Partial-Follow up
required). This will cause the case to reappear on your
assignment list (the Case List Pane) and enable you to
access the ALMI. (Refer to Appendix A or the Reference
manual for more information on outcome codes.)

In another scenario, suppose there are 30 units in an
update block assignment, but due to a flood you were only
able to complete 10 units. Because you didn’t complete
the block, Case Management automatically assigns an
outcome of 802 (Insufficient Partial-Follow Up required).
An 802 is not transmittable (and thus will remain on your
assignment list) and does not really explain why you did
not complete the case. Changing the outcome code from
an 802 to a transmittable outcome of 833 (Severe Listing
Conditions) will remove the case from your assignment list
(the Case List Pane) and, along with notes that you
provide, will provide justification for why you couldn’t
complete the case. (Refer to Appendix A or the
Reference Manual for a list of outcome codes for which
you should supply notes and for a list of codes you are
allowed to change to. Case Management will provide a
list of acceptable codes when you try to change an
outcome.)

Overview: Case Management
February 2003 16



Chapter 1 >>>> Demographic Area Address Listing (DAAL)

Sometimes you will need to transmit a case even when it
hasn’t been worked. To transmit, most likely at the end of
a listing period, assign outcomes like 803, 805, 833, 870
(see Appendix A or your Reference Guide for outcome
definitions and when to use each).

Case Management will automatically set certain outcomes
based on what you do in the ALMI. The GAIL will
automatically set certain outcome codes based on what
you do in the GAIL. The following table tells which
outcome codes Case Management or the GAIL will set

automatically for each assignment type.

Assignment | Case Management/
Type GAIL Sets This Code

Update Block,
UB-N

800, 801, 802, 804, 901

Number of housing
units and GQs
completed in the
ALMI.

Locate
Address

800, 801, 804, 817, 901

® ALMI Activity
code (add,
verify, change,
delete, etc.)

®  ALMI Unit status
code (valid unit,
demolished,
etc.)

®  Callback flag.

Find Growth

800, 801, 802

Whether blocks with
new construction
are added in the
ALMI.

GQ-A, GQ

800, 801, 802,803, 804,
805, 815, 817,818, 833,
840, 842, 849, 901, 902,
903, 904, 905

The type of GQ and
answers to
questions in the
GAIL.

Overview: Case Management
February 2003
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Transmit to RO

When you are finished listing, you need to transmit your
cases to the RO. You should try to transmit your cases to
the RO on a nightly basis as you finish them. Certain
codes, like 804, are transmitted only on your final
transmission.

You will learn more about all of the functions and fields in Case
Management in training and through hands-on use. When you
are ready to start listing, follow the instructions in later chapters
of this manual. DAAL Case Management will help you manage
your work along the way and will serve as a liaison between
you, the RO, Headquarters, the ALMI, and the GAIL.

Overview: Case Management

February 2003
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m Overview: Update Block (UB) Assignments
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Figure 2.1-1 Case Management Display With an Update
Block Assignment Selected

An Update Block (UB) assignment is a field operation
that requires you to:

1 Locate and canvass (travel around) an
assigned block looking for every place where
people live or stay or could live or stay (living
quarters).

1 Update the map and address list in the
Automated Listing and Mapping Instrument
(ALMI) so that it reflects the living quarters and
features that you find on the ground.
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What is a Block?

Why Do We Update
Blocks?

A block is the smallest geographic entity for which we
collect Decennial Census information. A block is a
geographic area bounded on all sides by visible
features such as roads, railroad tracks, or rivers; or by
invisible features, such as county boundaries, city
limits, or property lines.

You are given Update Block assignments to review,
add, edit, and delete units and features in the ALMI
and to ensure that they are as complete and accurate
as possible. This is so the Census Bureau can keep
the Master Address File (MAF), Topologically
Integrated Geographic Encoding and Referencing
(TIGER) maps, and survey sample databases up-to-
date.

Update Block assignments are generated:

D For blocks that contain known MAF problems
that require field work to research and update
the living quarters information.

] For blocks where current surveys must list prior
to interviewing.

D As a follow-up to Find Growth assignments that
result in a block, or list of blocks, that potentially
contain new living quarters that must be added.

Update Block assignments contain housing units,
group quarters, and non-residential units.

Housing Unit (HU) - A housing unit is any house,
apartment, room, group of rooms, mobile home or
trailer, or other location that is occupied as a separate
living quarters, or if vacant, intended for occupancy as
a separate living quarters. A HU can exist within, over,
or under a non-residential/commercial structure. For
example, an apartment over a variety store.

Overview: Update Block (UB) Assignments
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HUs must:

1 Be separate, meaning the occupants live
separately from other occupants in the living
quarters, and

] Have direct access, meaning that the entrance
to the living quarters must be directly from the
outside of the structure or through a common
hall.

Group Quarters (GQ) - group guarters are a type of
living quarters where the occupants usually share their
living arrangements. Examples of GQs are:

a college or university dormitory,
a prison ward,

a convent or monastery,

a halfway house,

a nursing home, or

a shelter.

GQs are within or associated with special places,
which are places containing one or more GQs. When
listing or updating a GQ, you will need to determine the
special place. Examples of special places are:

u a university, where a dorm may be a GQ,

u a correctional institution, where a prison ward
may be a GQ, or

u a church, where an associated shelter may be a
GQ.

Non-Residential Unit - A non-residential unit is a
type of structure that is not meant to be used as living
quarters and people do not live there. Examples of
non-residential units are:

a store,

a church,

a post office, or
a police station.

Overview: Update Block (UB) Assignments
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Materials Needed For canvassing, listing, verifying, and updating
for UB Assignments @addresses and maps, you will use:

] DAAL Case Management and

D The Automated Listing and Mapping Instrument
(ALMI).

Overview: Update Block (UB) Assignments
February 2003 4
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Topics In This Section

Using ALMI Maps to Locate a Block
Identifying Boundaries
Canvassing a Block
Assigning Activity Codes

Using ALMI Maps
to Locate a Block

Title Bar
Displays the type of
assignment (Update

Locating and Canvassing A Block

For each block assigned, you will access the following
types of maps through ALMI:

] Overview maps

[

Block maps

Overview Map - The overview map can be a county
overview map (Figure 2.2-1), or an overview map for a
selected geographic area - a specific American

Indian/Alaskan Native Area/Hawaiian Homeland
(AIANAHH), Minor Civil Division (MCD), Place, Tract,

or ZIP Code.
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Figure 2.2-1 ALMI County Overview Map
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County level overview maps only show main roads and
names in the county. Tract level overview maps show
block boundaries, not streets within the block.
Overview maps are designed to help you easily locate
the block and plan a route of travel.

Overview maps contain only map features and feature
names and are not editable.

Block Map - The block map (Figure 2.2-2) displays
the selected block and the location of all known streets
and map spotted living quarters within the block. Use
this map for updating.

Map View
Shows the selected
block. Use this map
to update address
and feature
information.

Address View

g |7 i il |55 250

T eatvaty | o a3

m Locating and Canvassing a Block

February 2003

Figure 2.2-2 ALMI Block Map

In situations where the block maps are not helpful, you
should view the county overview map to help locate
your assignment.

You can zoom in on any of the above maps to enlarge
the road and map features, block numbers, and map
spots for legibility. You can zoom out to increase the
area displayed on the screen. Many of the map
features can be turned on and off to reduce clutter on
the map.
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Identifying
Boundaries

When you select your assignment in Case
Management, a block map will open. You will see the
assigned block as the active block. The active block
boundary is outlined with a thick bold line.

ALMI functionality is described in detail in the ALMI User’s
Guide.

Whether you are canvassing, updating, or interviewing,
you must be within the block boundaries of your
assignment.

If you think you may be outside the block boundary,
check the map to ensure that you are working on
streets or roads within the outlined boundary.

When you use the ‘Find’ button to search for features in the
loaded map, remember that the feature you searched for is
highlighted with a bold line. Do not confuse this line with a

block boundary, which is also shown in bold.

If you delete or move a feature that is also a block
boundary, a non-visible block boundary will remain.
Remember to continue to use this non-visible
boundary as a block boundary, not the feature that you
moved. ALMI block maps are updated every six
months and should identify the most recent information
we have for the block.

Locating and Canvassing a Block
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Handling Problems

Identifying Block
Boundaries

Using the Block Map to

Orient Yourself

If you have problems finding features or block
boundaries, you can always seek help from:

a local map,

the county tax assessor’s office,
the county or city planning office,
the local post office, and

the police or fire department.

Title 13 - A block in the ALMI may be shown to a non-
Census Bureau employee only if the Address List View and
Review Bar are not visible and map spots are turned off in
the Map View. You must not reveal census information,
including all addresses and map spots in the ALMI to
anyone who is not a sworn Census Bureau employee.
Unauthorized disclosure of confidential census information
by a sworn Census Bureau employee is punishable by a
fine of up to $250,000, imprisonment of up to five years, or
both.

You can use the block map in the Map/Address View
to orient yourself. You will notice that there is no
visible North arrow; however, the top of the screen in
the ALMI is always North. You can use the zoom
function to change the scale and the ruler function to
measure distance on the map. For example, you can
use the ruler function to determine how far you are
from the block boundary.

When you travel to the block that you are going to
canvass, you can turn the laptop so that you are
looking at the block map the same way you see it from
the street or road (like you would turn a paper map).

Locating and Canvassing a Block
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Canvassing a Block Canvassing a block means traveling along the streets

within the block boundary, in a carefully planned path
of travel, to identify all living quarters present within the
block.

When you canvass a block, you must follow these
basic rules:

E Plan an efficient path of travel around the block
before you begin.

1 canvass only one block at a time.

D Start canvassing at a convenient corner in the
block. For example: where a road intersects
with another road or feature.

1 canvass in a clockwise direction, always turning
or working to your right at each intersection.

E Always look to your right when locating living
quarters.

1 i you come to the end of an interior street or
road (a dead end), double back by making a “U”
turn, and canvass the other side of the street.

Figure 2.2-3 demonstrates the proper method for
canvassing Block 1144. In this example, the FR
selected the corner of Maple Street and Elm Street as
the starting point for canvassing this block. The
arrows indicate the path of travel around the block in a
clockwise direction. The FR always looked at the
housing unit on the right while traveling around Block
1144,

Locating and Canvassing a Block
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Elm St

ISaud

L Maple St

Start Here

Figure 2.2-3 Proper Method for Canvassing a Block

When canvassing a block you will:

[

[

L1

Always work from the ground to ALMI, that is,
compare what you see on the ground against
the features and addresses listed in the ALMI.

Add or correct streets in the ALMI as
necessary. (Be sure to add missing street
names and edit incorrect names.)

Delete streets in the ALMI that no longer exist
on the ground.

Map spot and add any living quarters you find
on the ground that are not shown in the ALMI.

Move living quarters in the ALMI to their proper
location within the block or to/from an adjacent
block.

Delete units in the ALMI that no longer exist on
the ground.

Locating and Canvassing a Block

February 2003



Chapter 2 >>>> Update Block (UB) Assignments

D Edit any existing living quarters in the ALMI if
necessary, including spotting addresses onto
the map that are not already map spotted.

] Verify that units in the ALMI are map spotted
and correct.

Assigning Activity For an Update Block assignment, you must take action

Codes on each address in the block. After you have updated
a unit, the ALMI will assign an activity code. You can
view the assigned code in the Address List View
(Figure 2.2-4) under the Activity column to make sure
that the correct activity code was assigned to the
address.

Activity | Spnlﬁl Callback | Spﬂlladl Location Address | Rural Route / Box # | Location Description

1250 Johnson

1230 Johnson 5t

1240 Johnson St

124E Jahnson St

2470 N Bth 5t N ETH 5T WHT HSE W GRN ..
1220 Johnson St

Activity
Column /

rzOo<=zo
@
a2
=
=
B s

Figure 2.2-4 ALMI Address List View

When you complete an Update Block assignment,
every address in the block will have an activity code of
eitherV, C, D, A, N, M or U.

m Locating and Canvassing a Block
February 2003 7
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V-Verified

Verification

If the address and unit status code shown in ALMI are
correct and the address is correctly map spotted, click
the ‘Verify’ radio button located on the Operations Bar
(Figure 2.2-5). The ALMI will set the activity code ‘V’
to the address. If you accidently verify a unit, click the
‘Unverify’ radio button to set the unit back to a blank
activity code.

\Update Block for Non-NHIS [0118.02-4007] - ALMI - [Map,/ Addre: !BE
w IoolBars Show Zoom Pan Boundaries Display Map Actions Common Actions GPS GPSExtra indow Hlp

Buttons

C-Changed

D-Deleted

m Locating and Canvassing a Block
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Figure 2.2-5 Verification Buttons

You cannot select the ‘Verify’ radio button on
addresses that have other activity codes, such as ‘A’,
‘C’, IM!’ £N” Or lD’-

If an address or unit status code is not correct as
shown, you will update it. After you update any
information in the address wizard, the activity code ‘C’
will be displayed in the Activity column. If an address
is given a unit type of non-residential, the activity code
will then be ‘N-Non-residential’.

You may delete addresses that do not exist within the
block or addresses that you could not locate. This
results in a ‘D’ activity code. When you click the
‘Delete’ button, the Delete Screen appears. You must
choose the correct unit status code for the deleted
unit.

If... Then...

The unit never existed Choose ‘Non-existent’.
and you are able to
confirm this with a

knowledgeable person

The unit did exist, but no | Choose ‘Demolished’.
longer does and you are
able to confirm this with

a knowledgeable person
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If...

Then...

You cannot locate the
unit and are unable to
confirm with a
knowledgeable person
whether the unit exists or
ever existed

Choose ‘Unable to
Locate’.

The address record is a
duplicate of another
address record

Choose ‘Duplicate’. You
must click the Find
button to select the
surviving unit (unit that
still exists) MAFID from
the address list. See
Appendix C for examples
of multiple duplicates.

The unit has merged
with another address. A
merged unit is the result
of combining two or
more unit addresses to
form one unit address.
A merge could involve
two single family homes
or two or more
apartments in a multi-
unit structure.

Choose ‘Merged’. You
must click the ‘Find’
button to select the
surviving unit (unit that
still exists) MAFID from
the address list.

When dealing with duplicate and merged units, you may
need to copy information from the deleted unit to the
surviving unit to reflect correct, complete address
information. (1) You should keep the unit with an existing
map spot, if applicable. (2) If both units do or do not have
map spots, keep the unit with the most complete
information. (3) If one of the units is ungeocoded, keep the

geocoded unit.

Locating and Canvassing a Block
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A-Added You will add new addresses that you find within the
block. Check the addresses in ALMI (for example, the
ungeocoded and neighboring block lists) to make sure
that the unit you are adding is not already present. If it
is not, you will add a new map spot onto the map and
enter all the information and unit type for the newly
added address. After you have added the unit, the
activity code ‘A’ will be displayed.

N-Non-residential If an address has converted from residential use to
non-residential use, you will change the unit type to
non-residential. This change will assign the activity
code ‘N’ to the address.

M-Moved-map spot If you move a map spot or spot an address onto the
map, the activity code ‘M’ will be displayed in the
Activity column. The following actions will receive an
‘M’ activity code:

u Moving a map spot within the block,

= Moving a map spot to or from an adjacent
block,

u Spotting an address from the ungeocoded list
onto the map, and

u Spotting an unspotted address in the address

list onto the map.

If you make other changes to the address information,
the activity code ‘C’ will appear in the Activity column.
If a map spot that has been moved is given a unit type
of non-residential, the activity code will be ‘N’.

U-Unable to verify You may find that you are unable to verify an address
because you cannot gain access to the housing unit.
For example, the road is washed out or the unitis in a
gated community. If you are unable to verify an
address, click the ‘Unable to Verify’ radio button (see
Figure 2.2-5) and the activity code ‘U’ will be displayed
in the Activity column.

m Locating and Canvassing a Block
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Topics In This Section
The ALMI Map View
Adding, Updating, and Deleting Roads (Streets)

Updating ALMI Map Information

The ALMI Map View The map in the ALMI (Figure 2.3-1) must reflect
exactly what is on the ground. While you are
canvassing assigned blocks looking for living quarters,
you must add or delete roads (streets) to reflect what

is actually on the ground.

{EListing'Update Block for Mon-NHIS [0111.00-4021] - ALMI - [Overview Map]
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Figure 2.3-1 ALMI Map View Screen

You can also make corrections to road (street) names,
and directional prefixes and suffixes so that your map
is correct. Pay attention to streets that are missing
names.
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Adding, Updating,
and Deleting Roads

(Streets)

Before you add a road, drive the length of the road to
measure the distance. Use the ruler function to
correctly plot the length of the road. Add new roads
prior to adding any housing units or group quarters to
the road.

The following are road types that should be added to
the ALMI:

Named Road - Always add named roads. Label with
a name and choose the Census Feature Classification
Code (CFCC), or description, that best describes the
road.

You may find that the name of a road in the ALMI doesn’t
match the road name you observe. First, determine that the
non-matching road name is not an alternate name for the
road name shown in the ALMI. You can view (but not edit)
the alternate names listed for the road on the Alternate
Names tab of the Feature Wizard. Roads having numbers
often have names as well (for example, State Hwy 51 may
also be named Neely Rd). Verify the road hame with a
source such as a street sign or local map and attempt to
confirm the names with a knowledgeable person before
assuming what is in the ALMI is incorrect.

Un-named Public Road (paved or unpaved) -
Always add un-named public roads. Leave the street
fields in the Feature Wizard blank and choose the
description (CFCC) that best describes the road.

Un-named Private Road - Add an un-named
private road if the road leads to one or more living
quarters or is at least 1/10th of a mile in length. Leave
the street fields in the Feature Wizard blank and
choose the description (CFCC) ‘A74: Private Road’.

4-Wheel Drive Road - For 4-wheel drive roads,
follow the rules for named roads, unnamed public
roads, and unnamed private roads, but choose the
description (CFCC) ‘A51: Jeep/4WD Trail.

Updating ALMI Map Information
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Adding a Road To add a new road, do the following:
1 Zoom to the area where you wish to add the
new road.
2 Click the [8=4| button. An ALMI screen will

appear asking “Where would you like to begin
adding a new road?” and provide the
following options:

u Connecting to an existing intersection
or end of an existing feature.

u Connecting to an existing feature.
u Open space (connecting to nothing).

Choose the option that applies; however, it is
always recommended that one end of the
new road connects to another feature.

3 Place the cursor where you would like the
new road to begin and click on the map.

If you choose to connect an end of your new
feature to an existing feature, leave a small space
between the cursor and the feature to which you
want to connect. The snapping function will fill in
the gap and you will avoid getting an error
message.

When finished drawing, click the | putton

4 again. The ALMI screen will reappear asking
“Where would you like to end adding a new
road?” The options will be the same as those
listed in Step 2.

m Updating ALMI Map Information
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Making Corrections on
the Map

m Updating ALMI Map Information

February 2003

5 On the Feature Wizard screen, click the
Name tab. Enter the feature name in the
Street Name field or select the name from the
Choose Street From List. Always select the
name from the list, if it is available, to avoid
errors and multiple spellings.

Feature Wizard - Name Tab [ x|

Marme:

CFCC: Ad1: City StreetfLocal or Rural Road
Left: G5 003 0001.00-1017

Right: 55 003 0001.00-1017

W' arnings:

Marme: All Feature name Fields are blank,

Narne | CFCC I Altemate Namesl Address Hangesl Tech I

r— Edit Street Field
Dir. Prefis: Strest Mame:
] |
Tupe: Diir. Suaffise:
| = =

And/Or:
r— Chooge Street From List

Abandoned Railroad -
Highwway 723

Middle Popo Agie River

M Highweay 783

M State Highway 7839

Popo Agie River

Shrine Club Rd hd

QK I Cancel | Help |

Figure 2.3-2 Feature Wizard Screen

6 Click the CFCC tab and select the code that
best describes the feature from the list of
options.

7 Click ‘OK’ to return to the Map View.

Always verify a name correction with a source such as
a local map and attempt to verify the road name with a
knowledgeable person before you make the
correction. Experience has taught us that, on
occasion, a street sign can be incorrect. Be aware of
street name changes that sometimes occur along a
major roadway. For example, a street name may
change from North Main St. to South Main St.
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Editing a Road

Deleting a Road

To update or edit a road, do the following:

1 Click on the road to be updated to select it.

2 Click the &

3 Click the Name tab and update the
information in the proper field. Always select
the name from the list if it is available to avoid
errors and multiple spellings.

4 Click the CFCC tab and select the code that
best describes the feature from the list of
options (for example, ‘A51: Jeep/4-WD Trail’).

button.

5 Click ‘OK’ to return to the Map View.

You may find it necessary to delete a road that no
longer exists within the block. Before deleting any
street, check for the existence of map spots along the
street. If a street exists in the ALMI, but does not exist
on the ground, and there are no map spots along the
street, delete the street.

When a street exists in the ALMI, but does not exist on
the ground, and there are map spots along the street,
reposition the map spots relative to where they are on
the ground if necessary. Then delete the non-existent
street.

When a street exists in the wrong block or in the wrong
location in the assigned block, it must be deleted and
then added in the correct location. Re-add the street
in the correct block. For an Update Block assignment,
you will only be able to add a street in your assigned
block and the adjacent blocks.

Updating ALMI Map Information
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To delete a road, do the following:

1 Click once on the road to select it.

X
2 Click the ®===] button. A pop-up message
window will display asking you to confirm the
deletion.

3 Click “Yes’. You are then returned to the Map
View and the road is displayed as a red
dashed line if the “Deleted:Features” box is
checked. If the “Deleted: Features” box is not
checked, the road will not be displayed.

Undeleting a Road If you mistakenly delete a road, you may use the
‘Undelete’ button to restore it. Remember to check the
"Deleted: Features" box so that the road is displayed.

To undelete a road that is not a block
boundary, do the following:

1 Click once on the road (represented by a red
dashed line) to select it.

o
2 Click the !===9 putton. A pop-up message
window will display asking you to confirm the
action.

3 Click “Yes’. You are then returned to the Map
View and the road is restored.

If you mistakenly delete a road that serves as a block
boundary, it cannot be restored using the undelete
button.

m Updating ALMI Map Information
February 2003 6
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To undelete a road that serves as a block
boundary, do the following:

1 Click once on the road (represented by a gray
dashed line) to select it.

2 Click the _&| button.

3 Click Name tab and enter the name of the
road.

4 Click the CFCC tab and select the code that
best describes the feature from the list of
options.

5 Click ‘OK’ to return to the Map View.

m Updating ALMI Map Information
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m Listing Procedures for Living Quarters

Topics In This Section

Listing Living QUArters . ... ... .. .. ...ttt e 1
Listing Structures With One Unit . ... ... ... ... . . . . ... ueiieein.. 2
Listing Multi-units . ... ... ... . . ..ttt 16
Listing GQS . . . oo i e e e e e e e e e 28
Completing your UB Assignment . .................uueiueeeenn. 30
Valid Outcome Codes for UB Assignments . ...........c.coeuuu.. 32
New Growth Found . .. .. ... ... . . . . .. e s 32
Listing Living When you are working on an Update Block
Quarters assignment, you are required to review existing map

spots and addresses, and map spot and list all living
quarters that are not already captured in the ALMI.
The following sections provide step-by-step
procedures for map spotting and listing living quarters
through the method of canvassing for an Update Block
assignment.

Canvassing the Block Display the block map and select your canvassing
starting point. Begin either in one corner of the block
where two streets intersect, or where a street and
another feature intersect. Remember, you may need
to add streets or roads. As you travel in a clockwise
direction around the block, look to your right and locate
the first structure in the block on the ground.

Structures Structures are buildings that either have open space
on all sides (no other buildings are attached to it), or
are separated from other structures by a dividing wall
that extends from ground to roof.

m Listing Procedures for Living Quarters
February 2003 1
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Listing Structures
with One Unit

Step 1: Determine If the
Unit Already Exists in the

ALMI

Examples of structures are:

A detached single-family house,
A townhouse,

A row house, and

An apartment building.

Each structure should receive its own map spot.
Structures may contain one unit (such as a single
family home) or multiple units (such as an apartment
building, or a house with a basement apartment.)

To list a structure that contains one unit, follow the
procedures below. To list a structure with multiple
units, follow the procedures for “listing multi-units” on
page 16 of this module.

Review the address list to see if the unit on the ground
exists in the ALMI. If the unit is not in the assigned
block’s address list, check the adjacent blocks’
address lists and the ungeocoded list for the unit.
Remember that a unit may be in a different address
format (for example, rural route and box number) or
may only have a physical description.

Searching Adjacent Blocks

If the unit is not in your assigned block, you will check the
adjacent blocks to see if the unit is there. There are two
ways to search adjacent blocks:

1. Search the adjacent blocks by viewing each block’s
address list. Use the ‘Change Bloc’k button to make an
adjacent block active. Examine the address list of the
adjacent block to see if the unit is on this list. Continue
this process until you have found the unit or have viewed
all of the adjacent blocks’ lists.

Listing Procedures for Living Quarters

February 2003



Chapter 2 >>>> Update Block (UB) Assignments

2. Use the address search to search the adjacent blocks. If
the address search produces results, you can use the
“Go to” button to take you to the address. Remember
that while the address search searches the whole
county, you will only be able to go to an address if it is in
your loaded map view.

If... Then...

The unit is not in the Proceed to Step 2.
ALMI on any of the lists

The unit is in the ALMI Proceed to Step 3.
address list for your
assigned block, the
ungeocoded list, or an
adjacent block’s list

Step 2: Add the Unit

If... Then...
The unit is non- Add the unit if it serves
residential as a point of reference

for a hard-to-find unit and
proceed to Step 5to
enter the address
information.

If the unit does not serve
as a point of reference,
do not add the unit and
proceed to the next
structure. Begin again at
Step 1.

You will encounter non-residential units or structures while
canvassing that could serve as points of reference,
especially in rural areas. If you identify a point of reference,
such as a fire department, police station, post office, or
library that will assist an FR with locating a hard-to-find unit
in future field operations, add it as a non-residential unit via
the Address Wizard. Otherwise, adding non-residential
units is not recommended.

m Listing Procedures for Living Quarters
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Step 2, continued

Step 3: Review Map Spot
Location

If...

Then...

The unit is a living
quarters (either a
housing unit or a GQ)

1. Map Spot the unit in
the correct location
using the 2 | button .

New
Spot |

2. Proceed to Step 5to
enter the address
information.

If...

Then...

The address on the
ground is in the same
block as it appears in the
ALMI and it is already
map spotted

1. Determine if it is in the
correct location. If the
unit is not in the
correct location, move
the map spot to the
correct location.

2. Proceed to Step 4 to
review address
information.

The address on the
ground is in the same
block as it appears in the
ALMI and is not already
map spotted

1. Map Spot the unit in
the correct location
using the 1| button.

2. Proceed to Step 4 to
review address

information.

The address is in the
address list of the ALMI,
and has a ‘Y’ in the
Spotted column, but
there is no map spot for
the address in that block

Refer to Appendix C.

Listing Procedures for Living Quarters
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Step 3, continued

If...

Then...

The address is on the
ungeocoded list

. Select the unit on the

ungeocoded list.

. Spot the unit in the

correct location using

the = | button.
Spat On
TaMap

. Proceed to Step 4 to

review address
information.

The address on the
ground is in a different
block than it appears in
the ALMI and it is
already map spotted

. Select the map spot in

the map view.

. Click the ' #*| putton.

Move

. Click on the map

where the unit
belongs.

. Proceed to Step 4 to

review address
information.

The address on the
ground is in a different
block than it appears in
the ALMI and it is not
already map spotted

. Select the Change

Block button and
make the block with
the address active.

. Select the address in

the address view.

. Zoom in on the map

where you want to
move the unit to.

. Spot the unit in the

correct location using
the 4, button.

. Proceed to Step 4 to

review address
information.

Listing Procedures for Living Quarters
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Step 4: Determine if the The Review Bar contains address information about
Information in the Review the highlighted address. When a map spot or address
Bar is Correct for the Unit s selected, the review bar will display:

® The Householder Name and Phone Number,

B | ocation Address,

®m Physical Description,

® Building Name/Mobile Home Park Name,

® Mailing Address,

®m Unit Type and Status, and

® Year Built/Trailer Information.

EEE T IEIETE
Map View With R EE . PR e | _
Highlighted Map i T y \ i
Spot f

fo|

ke
L.

o | Fe il | o

vty | Suruponds {bac o

Address View

Review Bar

Bl iteeT

Figure 2.4-1 Address Review Bar

This information is available on the address list as well.
When working with a GQ, check the address list to
make sure that the GQ name and type are correct.

m Listing Procedures for Living Quarters
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Step 4, continued

Step 5: Update the

Address Wizard
Information

Check that the information in the Review Bar is correct

for the unit.

If...

Then...

The information in the
Review Bar is correct for
the unit and there is
already an activity code
for this unit

You are finished with the
unit.

The information in the
Review Bar is correct for
the unit and there is no
activity code for this unit

Select the ‘Verify’ radio
button on the Operations
Bar. You are now
finished with this unit.

The ALMI will not allow you
to verify a unit unless all of
the required address
information is entered. If
you receive an error
message when you try to
verify a unit, open the
Address Wizard to enter
the necessary information.

The information in the
Review bar is not correct
for the unit

Proceed to Step 5 to
modify the address
information.

For existing units, you must highlight the map spot or
address record and click ‘Edit’ to open the Address Wizard.
The Address Wizard will open to the Location Address tab.
For newly added units, the Address Wizard will open to the
Unit Status tab first. Select the Unit Status tab first, then
work through the remaining tabs in order.

Listing Procedures for Living Quarters
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Unit Status Tab Determine the unit type and unit status of the unit.
If... Then...
The address is non- 1. Select the ‘Non-
residential and no one residential’ radio
lives there button. A pop-up

window with the list of
valid non-residential
unit types will display.

2. Choose the type of
non-residential
structure.

3. Select the appropriate
unit status code.

The unit is a housing unit | 1. Select the
‘Residential’ radio
button.

2. Select the appropriate
unit status code.

The address is both 1. Select the unit type of
residential and non- ‘Residential’ on the
residential, that is, the Unit Status tab in the
address has a business Address Wizard.

located there and it also
contains living quarters 2. Make sure to note in
the Physical
Description field on
the Location Address
tab that the address
has a mixed use so
that others can locate
the living quarters.
For example,
"apartment over Jim’s
Variety Store."

3. Select the appropriate
unit status code.

m Listing Procedures for Living Quarters
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If...

Then...

The unitis a GQ (See
Chapter 3 for more
information on GQs)

1. Select the ‘Group
Quarters’ radio button.

2. Click the Group
Quarters Information
button and a pop-up
window will display.

3. Select the category
and type that best
describes the GQ and
enter the name of the
GQ.

4. Select the appropriate
unit status code.

5. Enter the Special
Place name in the
Building Name/Mobile
Home Park Name
field on the Location
Address tab.

Do not enter the Group
Quarters. Make your best
estimate by observation of
what type code best
describes the GQ.

The unit is residential,
but it cannot be used for
living quarters

1. Select the unit type of
‘Residential’.

2. Change the unit
status code to one of
the following:

3-open to elements
6-under construction
9-burned out
10-boarded up
31-other, uninhabitable

m Listing Procedures for Living Quarters
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01

Valid Address

Use for any valid unit that
does not fall under any
other unit status. This
status may be used for non-
residential units which aren’t
living quarters.

02

Demolished

Use to designate a location
where a valid unit once
existed, but the unit has
been destroyed.

03

Open to the
Elements

Use when the structure is in
a state of deterioration.

See Appendix C for more
information.

04

Non-existent

Use when you are unable to
locate a structure and you
are able to confirm with a
knowledgeable person that
the unit never existed.

05

Provisional
(not available
for selection)

Not available for selection.
If a unit is assigned this
code, it must be changed to
another code.

06

Under
Construction

Use from the beginning of

construction to installation

of roof, finished sides, and
windows. See Appendix C
for more information.

07

Duplicate

Use to designate an
address that duplicates
another address. Requires
the selection of the MAFID
of the record that is being
kept.

m Listing Procedures for Living Quarters
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08

Vacant Trailer
Pad

Use when a permanent site
for a trailer has been
identified. The site doesn’t
have to be a cement slab; a
permanent grass/dirt site is
acceptable. The site must
have utility hookups.

09

Burned Out

Use when a unit is
uninhabitable because of
fire damage.

10

Boarded Up

Use when doors or windows
are covered by wood,

metal, or other materials to
prevent entry. Do not use
when buildings are
temporarily boarded up to
protect the interior against
high winds and storms.

11

Unable to
Locate

Use when you are unable to
find a unit and cannot
confirm with a
knowledgeable source that
the unit is non-existent.

12

Seasonal

Use when habitable units
are intended for occupancy
only during certain times of
the year.

13

Vacant

Use when you know no one
currently lives there, but
could in the future.

14

Condemned

Use when a unit has been
posted with signs warning
that the unit is considered
uninhabitable by a
governmental authority.

m Listing Procedures for Living Quarters
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Location Address Tab

29 | Merged Use when a unit has
merged with another
existing unit. Requires
selection of the MAFID of
the record that is being
kept.

31 Other, Use when no other unit
Uninhabitable | status code sufficiently
describes an uninhabitable
unit.

Make sure all information on this tab is accurate and
complete.

One of the following must be entered in the location
address tab or an error message will display and your
changes to the unit will not be saved.

® A house number, street name, and ZIP code,

®m A street name and physical description, or

B A street name, building name/mobile home park
name, and unit designation.

If you do not know the street name, you must type
‘(Unnamed)’ in the street name field. Leave the street
type suffix blank. See Figure 2.4-2 for a closer look of
how to enter the street name.

Listing Procedures for Living Quarters
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Mailing Address Tab

Houzeholder:
Location Addr.:
Phyzical Desc.:
Bldg/Park:

M ailing Addr.:

Unit Status:

“ear Built ¢ Trailer:
Errars:

Street Information

|

[Unnamed]
Rock Run
South Branch Tionesta Creek

Figure 2.4-2 Street Information Screen

Attempt to obtain the mailing address of housing units
(you do not need to obtain the mailing address of GQs
and non-residential units) by observation and by using
your knowledge of the delivery scheme in the area.
For example, if you know that most of the occupants in
the area receive mail at their residence and you
observe a mailbox in front of a unit, you may assume
that the unit’s mailing address is the same as its
location address. If you can determine that the mailing
address is the same as the location address, select
the ‘Same as location address’ box. If you are unable
to obtain a mailing address by observation, or you are
unsure of the delivery scheme in the area, see the
decision box below.

Listing Procedures for Living Quarters
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If...

Then...

You added this unit

Contact the occupants to
obtain the mailing
address and
householder information.
If no one is home, try to
get the information from
a neighbor or other
knowledgeable person.

If you could not contact
anyone to verify the mailing
address and you are not
sure the mailing address
information is correct,
make one callback to
obtain this information if
you plan to return to the
area. If after one callback
you are unable to obtain
the information, leave the
mailing address field blank.

This is an existing unit
(the unit was in your
address list)

Leave the mailing
address field blank or as
is if there is already data
entered.

Householder Tab If...

Then...

You added this unit

If you need to contact
the occupant to obtain
the mailing address, also
obtain the householder
information for that unit.
Do not contact the
occupant to update the
householder information
only. Leave blank if
necessary.

m Listing Procedures for Living Quarters
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Year Built/Trailer Tab

Step 6: Continue your

Block Canvass

If... Then...
This is an existing unit If not visible by
(the unit was in your observation, (i.e., on the
address list) house or mailbox), leave

the householder
information as is. When
making changes to a unit
that was already in the
ALMI, you should not be
contacting the occupant.

You must complete the Year Built information located
on the Year Built/Trailer Tab if the field is not grayed
out. Determine Year built status by observation.
Select one of the following three choices:

m Before April 1, 2000 (B),
m After April 1, 2000 (A),
® Not Needed (N)

Whether or not the Year Built information is needed,
always select the “trailer or mobile home” box if the
unit is a trailer. Not Needed will then automatically be
selected for Year Built. See Appendix C for detailed
instructions and definitions.

When you are finished entering/updating the information in
the Address Wizard, click ‘OK’ and then click ‘OK’ again to
save all changes. Proceed to Step 6.

Continue your block canvass by following the set path,
locating the next unit or structure in the block and
following the same procedures as previously
discussed.
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Listing Multi-units A multi-unit consists of one structure containing multiple
residential units. For structures that contain residential and
non-residential units, only list the residential units.

Step 1: Assess your If... Then...

Situation
You encounter a multi- Proceed to Step 2a.
unit on the ground that is
already map spotted in
the ALMI in your
assigned block

You encounter a multi- Proceed to Step 2b.
unit on the ground and
the multi-unit is not map
spotted, but there are
units that belong in the
structure in the address
list of your assigned
block

You encounter a multi- Proceed to Step 3.
unit on the ground that is
not map spotted in your
assigned block and none
of the units are on the
address list for your
assigned block

Step 2a: Determine if the

Structure is Map Spotted If... Then...

in the Correct Place The structure is map If there are more units to
spotted in the correct add to the multi-unit,
place proceed to Step 3. If

there are no more units
to add to the multi-unit,
proceed to Step 5.

m Listing Procedures for Living Quarters
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Step 2a, continued

Step 2b: Spot the
Existing Address Records
onto the Map

If...

Then...

The structure is not map
spotted in the correct
place

1. Move the map spot to
the correct location of
the multi-unit.

If there is more than one
map spot that belongs in
the multi-unit, move all of
the map spots that
comprise the multi-unit
so that they are as close
together as possible.

2. If there are more units
to add to the multi-
unit, proceed to Step
3. If there are no
more units to add to
the multi-unit, proceed
to Step 5.

If...

Then...

The units in the multi-unit
are all at the same BSA
(Basic Street Address)

in

1. Using the g2 button
Select one of the units
in the multi-unit and
spot the address .
The ALMI will spot all
of the units with the
same house number
and street name onto
the map as one map
spot.

2. If there are more units
to add to the multi-
unit, proceed to Step
3. If there are no
more units to add to
the multi-unit, proceed
to Step 5.

m Listing Procedures for Living Quarters

February 2003

17



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Step 2b, continued

If...

Then...

The units in the multi-unit
are all at the same BSA,
but there are also other
units with the same
house number/street
name that do not belong
in the multi-unit you are
currently listing

The ALMI will spot all of the
units with the same house
number/street name at one
spot, so some units may
need to be removed.

If
1. Use the #l button to
select one of the units
in the multi-unit and.
The ALMI will spot all
of the units at the
same BSA onto the
map as one map spot.

2. Delete those units that
do not belong in that
structure and assign
them a status of
‘Unable to locate’. If
these units belong in
another multi-unit,
they will need to be
added as new units
later.

3. If there are no more

units to add to the
multi-unit, proceed to
Step 5. If you need to
add more units to the
multi-unit, proceed to
Step 3.
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Step 2b, continued

If...

Then...

The units in the multi-unit
are all at the same BSA,
but there are also other
units with the same
house number/street
name that do not belong
in the multi-unit you are
currently listing

The ALMI will spot all of the
units with the same house
number/street name at one
spot, so some units may
need to be removed.

1. Select one of the units
in the multi-unit and
use the sda| button.
The ALMI will spot all
of the units at the
same BSA onto the
map as one map spot.

2. Delete those units that
do not belong in that
structure and assign
them a status of
‘Unable to locate’. If
these units belong in
another multi-unit,
they will need to be
added as new units
later.

3. If there are no more
units to add to the
multi-unit, proceed to
Step 5. If you need to
add more units to the
multi-unit, proceed to
Step 3.
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Step 2b, continued If... Then...
The units in the multi-unit
are not all at the same The ALMI will spot all of the
BSA units with the same house

number/street name onto
the map as one map spot.
If some of the units have
different BSAs, you will
have to spot them onto the
map as their own map
spot.

1. Place all of the map
spots that comprise
the multi-unit structure
as close together as
possible in the correct
location of the multi-
unit.

2. If there are no more
units to add, proceed
to Step 5. If you need
to add more units that
are not on the
address list for your
block, proceed to Step

3.
Step 3: Check the Check the ungeocoded list and adjacent block lists to
Ungeocoded List and see if any or all of the units are listed elsewhere.
Adjacent Block Lists
If... Then...

There are no units in the | Proceed to Step 4.
multi-unit listed on the
ungeocoded list or
adjacent block list

m Listing Procedures for Living Quarters
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Step 3, continued If...

Then...

There are units on an
adjacent block list and
they are spotted

1. Move the map spot(s)
to the location of the
multi-unit in your
assigned block. If
there are multiple map
spots that belong in
the multi-unit, place
them as close
together as possible
at the location of the
multi-unit.

If you encounter BSA
issues (you only want to
spot some of the units at
a BSA onto the map, or
you would like to spot
units with different BSAs
into one multi-unit), refer
to Step 2b.

If there are no more units
to add to the multi-unit,
proceed to Step 5.

If you need to add more
units to the multi-unit,
Proceed to Step 4.
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Step 3, continued If...

Then...

There are units on an
adjacent block list and
they are not spotted

1. Use the ﬁa button to
spot the units onto the
map where the multi-
unit is located. If
there are multiple map
spots that belong in
the multi-unit, place
them as close
together as possible.

If you encounter BSA
issues (you only want to
spot some of the units at
a BSA onto the map, or
you would like to spot
units with different BSAs
into one multi-unit), refer
to Step 2b.

If there are no more units
to add to the multi-unit,
proceed to Step 5.

If you need to add more
units to the multi-unit,
Proceed to Step 4.
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Step 3, continued If...

Then...

There are units on the
ungeocoded list

1. Use the ﬁa button to
spot the units onto the
map where the multi-
unit is located. If
there are multiple map
spots that belong in
the multi-unit, place
them as close
together as possible.

If you encounter BSA
issues (you only want to
spot some of the units at
a BSA onto the map, or
you would like to spot
units with different BSAs
into one multi-unit), refer
to Step 2b.

If there are no more units
to add to the multi-unit,
proceed to Step 5.

If you need to add more
units to the multi-unit,
Proceed to Step 4.

Listing Procedures for Living Quarters
February 2003

23



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Step 3, continued

If...

Then...

There are units on
multiple lists
(ungeocoded and
adjacent or more than
one adjacent block list)

1. Spot all of the units
onto the map and
move all of the units
to the location of the
multi-unit. Place the
map spots so that
they are as close
together as possible.

If you encounter BSA
issues (you only want to
spot some of the units at
a BSA onto the map, or
you would like to spot
units with different BSAs
into one multi-unit), refer
to Step 2b.

If there are no more units
to add to the multi-unit,
proceed to Step 5.

If you need to add more
units to the multi-unit,
Proceed to Step 4.
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Step 4: Add Units to the
Multi-Unit

If...

Then...

You are adding the multi-
unit as a totally new
structure (no units
currently exist in the
ALMI)

1. Use the ﬁ button to
map spot the first unit
of the multi-unit. It
does not matter which
unit you add first.

2. After you have

entered all of the
appropriate address
information for the first
unit, pause at the
Address Confirmation
screen of the Address
Wizard.

3. Select the Add
Another Unit at This
Address button.

All errors must be resolved
before another unit may be
added.

4. Enter the unit
designation (such as
Apt B) of the next unit
in the Next Unit pop-
up box and click ‘OK’.
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Step 4, continued If... Then...

5. Enter the appropriate
address information
for the next unit in the
multi-unit.

6. If there are more units
to add to this multi-
unit, select the Add
Another Unit at this
Address button.
Repeat this process
until all units are
added. When there
are no more units to
add to this multi-unit,
click ‘OK’ to exit the
Address Wizard.

7. Continue your block
canvass, following the
set path, and locate
the next unit or
structure in the block
and follow the single
or multi-unit
procedures as
appropriate.
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Step 4, continued If...

Then...

You are adding new
units to an existing map
spot

1. Select one of the
addresses in the
multi-unit that are map
spotted and click ‘Edit’
to open the Address
Wizard. Click ‘OK’
until you reach the
Address Confirmation
Screen.

2. Select the Add
Another Unit at This
Address button.

All errors must be resolved
before another unit may be
added.

3. Enter the unit
designation (such as
Apt B) of the next unit
in the Next Unit pop-
up box and click ‘OK’.

4. Enter the appropriate
address information
for the next unit in the
multi-unit.

5. If there are more units
to add to this multi-
unit, select the Add
Another Unit at This
Address button.
Repeat this process
until all units are
added. When there
are no more units to
add to this multi-unit,
click ‘OK’ to exit the
Address Wizard.

6. Proceed to Step 5.
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Step 5: Review Address

Information

Listing GQs

Review the address information for each unit of the
multi-unit in the Address Review Bar or Address List
View to make sure it is correct.

If...

Then...

The address information
is correct for the unit and
there is not activity code
for this unit

Verify the unit.

The address information
is not correct for the unit

Click Edit to correct it in
the Address Wizard. To
review how to update the
Address Wizard, see
Step 5 under listing
single units.

Remember that you must take action on every unit in a
multi-unit structure. Do this by selecting one unit at a time

in the Address List.

Follow the procedures for listing single units or listing
multi-units in Module 2.4. In addition to those
procedures, here are some important points to
remember when listing GQs:

If the living quarters is a GQ, make sure that the Unit
Type is GQ and that you have entered the Special
Place Name, GQ name, and have selected the GQ
category and type. Enter the Special Place Name in
the Building Name/Mobile Home Park Name field on

the Location Address tab.

Do not contact anyone at the GQ for this information
while in the ALMI. If the Name or Type is not clear, put

in your best guess.
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You will not always have to enter the GAIL for GQs
identified in your Update Block assignment. GQ listing
assignments are only generated for Update Block
assignments with a project code other than 4200 or 6385.
Be sure to include as much information as possible
concerning the GQ to locate the unit at a later time.

To determine if you need to use the GAIL, do
the following:

1 Complete your Update Block assignment,
making sure that all units listed have been
assigned an activity code. (See the next topic
for information on completing your
assignment.)

2 Return to Case Management. If there are GQ-
A assignments that need to be completed,
they will appear in your case list. If there are
not GQ-A assignments in your case list, you
do not have to enter the GAIL to list the GQ
(no further information was currently needed.)

For situations where you are required to use
the GAIL, do the following:

1 Select the first GQ-A assignment with the
same block number as the Update Block
assignment you just worked.

2 Launch the GAIL to list the GQ units.

3 After you complete your first GQ-A
assignment, you will be returned to Case
Management. If there are more GQ-A
assignments for the block, select the next
assignment and launch the GAIL to list that
GQ. Continue to select and launch the GQ-A
assignments until there are none left for the
block.

See Chapter 3 for more information on listing GQs in the
GAIL.
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When you complete your canvass around the block
and return to your starting point, review the Address

Completing Your
Update Block

Assignment

List View for the block. Make sure that there is an
activity code for every living quarters listed in the
ALMI. If some living quarters do not have an activity
code set, you must review these addresses to
determine the best action for that address.

When you finish canvassing the block and
there are still units without an activity code,

do the following:

If...

Then...

The unit shown in the
ALMI exists on the
ground, in an adjacent
block

Move the unit to the
other block if it is map
spotted. Map spot the
unit in the correct block if
it is not map spotted.

The unit is a duplicate of
another unit in the block

Delete the unit. Select
Duplicate and link it to
the existing unit. Copy
any important
information from the
deleted unit to the
existing unit.

You can verify with a
knowledgeable person
that the unit doesn’t exist

Change the unit status
code to one of the
following and delete the
unit:

2 -demolished (has been
destroyed)

4 -non-existent (never
existed)
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If...

Then...

The unit is a vacant
trailer pad and has utility
hookups, a permanent
site, and is identified by
a street address or other
identification

Change the unit status
code to 8 (vacant trailer
pad), and map spot the
unit if not spotted. If the
trailer pad does not meet
these requirements or
exists in a highly
transient area such as a
temporary campground
or carnival, delete the
unit.

See Appendix C for
more information.

If you find that the unit
has merged with another
unit

Delete the unit. Select
Merged and link it to the
existing unit.

Delete the unit with the
least correct address
information. Copy any
important information from
the deleted unit to the

existing unit.
There is an extra map Refer to Appendix C.
spot in your block that
does not have a
corresponding address
record in the block
There is an address Refer to Appendix C.

record in your block that
is indicated as spotted
by the “Y” in the spotted
column, but there is no
corresponding map spot
in the block
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Valid Outcome
Codes for Update
Block Assignments

New Growth Found

Outcome Codes will automatically be assigned as
determined by work done in the ALMI.

When you complete your Update Block assignment
and exit the ALMI, if all units have an Activity Code
and no callback is set, you will be asked if you are
done with the block. If your answer is yes, Case
Management will assign an Outcome Code of 801
(Completed Listing). If your Update Block assignment
is not complete (you still have work to do) and you exit
the ALMI, Case Management will assign an Outcome
Code of 802 (Insufficient Partial) or 804 (Sufficient
Partial), depending on how many housing units have
activity codes for the block. If all the housing units in
your assigned block do not have an Activity Code,
Case Management will assign an Outcome Code of
800 (Not Started).

You may have to re-assign some outcome codes in
order to transmit, most likely to close out at the end of
an assignment period. If you have to reassign codes
select Set Outcome from the Actions Toolbar in Case
Management.

See Appendix A for a detailed list of Update Block
assignment outcome codes.

While conducting your Update Block assignments, you
may discover areas of new growth in blocks adjacent
to your assigned block.

Some signs of new growth are:

New streets,

Newly paved roads,

Houses under construction,

Houses that do not have a lawn yet,

The presence of a model home,

House that are distinctly different than others,
and

Warehouses or abandoned stores being
converted into new housing units.
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Once you have identified the tract and block(s) where
the new growth is occurring, use the address list in the
ALMI to determine if there are new units on the ground
that are not in the ALMI.

Perform a quick verification to make sure what you see
on the ground is not already in the ALMI.

Once you have determined that there is new growth,
you will create a new assignment. By doing this, you
will be creating an Update Block assignment that may
be assigned at a later date.

To create a new assignment, do the following:

STy
1 Select the | button.

2 Click anywhere within the block you identified
that needs to be updated. The Add Block
Assignment (Figure 2.4-3) will display.

Add Block Assignment E
&dd Block Azsignment

The targeted block iz 9802.00-1113 [in State: 42 and
County: 053],

Co you want to add this block azsignment?

Beason Code:

10 - Mew Houzing Units in Block, -
11 - Mew Subdivizion
12 - Hew Road

13 - Other Mew Feature

Thalte Prcme el e d e Mame i d

Figure 2.4-3 Add Block Assignment
Reason Code Drop-Down List

3 Select the reason that describes the need for
the update.
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The list of valid reason codes to choose from is
presented in the table below.

10 New Housing Units in Block

11 New Subdivision

12 New Road

13 Other New Feature

20 Units Demolished or Removed
21 Natural Disaster in Block

30 Units in Wrong Block

31 Map Spots in Wrong Location
40 Street Renamed

41 E-911 Address Conversions
42 Change in City/Town Boundary
43 Block Boundary Changed (do not use)
44 Block Subdivided (do not use)
50 Other
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m Update Block NHIS (UB-N) Assignments

Topics In This Section
Major Differences Between Update Block and Update Block NHIS (UB-N) 1
Determining Year Built for UB-N .. .............. . .. .iiein... 2

Major Differences The Update Block procedures for NHIS (UB-N) will be
Between Update the same as Update Block procedures for non-NHIS
Block and Update listing with the following major differences.

Block NHIS (UB-N)

u UB-N assignments are authorized by 7itle 42,
United States Code, Section 242k. All other
survey Update Block assignments are
authorized by T7itle 713. Unlike other surveys,
the NHIS sponsor receives a file of sample
addresses and NHIS respondent information in
order to conduct follow-up surveys about
specific health issues. Non-NHIS survey
Update Block assignments provide a dependent
update of Decennial Census MAF addresses
and these updates are protected by 7itle 73.
Due to T7itle 73 confidentiality restrictions, NHIS
cannot use addresses from the Decennial
Census and therefore must list blocks from
scratch. Updated NHIS block listings are not
incorporated into the MAF.

[ Unlike the other current surveys, NHIS initial
listing will be an independent listing. No
address information will be supplied from the
MAF. Therefore, you will not see any address
information appearing in the address section of
the ALMI Map/Address View or information
appearing on the Ungeocoded Address View.
You will have to add all of the units during your
initial visit to the block. At the time of updating,
you will see address information, just like for the
other surveys.
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Determining Year
Built for UB-N

= You will have the automated maps available for
the NHIS area block the same as for the non-
NHIS surveys, however, at time of initial listing,
no map spots will appear. (This is because
map spot information is stored with address
information from the Decennial Census and is
subject to Title 13 confidentiality restrictions.)
At the time of updating an NHIS area block, you
will see address information, as well as map
spots, just like for the other surveys.

u The listings for NHIS and non-NHIS
assignments cannot be shared. Therefore, if
you have an NHIS and a non-NHIS assignment
for the same block, you will need to do one of
the listings or updating assignments, and then
go back to do the other listing or updating
assignment. This will be the only situation when
a block will be worked or visited twice in the
same three month listing period.

= Within the ALMI Address Wizard, you are
required to enter a location address for each
housing unit. You should not spend time
contacting people for mailing address or
householder data. No error or warning
messages will appear if you leave the mailing
address and householder data fields blank.

u You will not be able to add a new Update Block
assignment within the ALMI. For the NHIS
listings, the Add Assignment function of the
ALMI will be disabled.

When entering the NHIS mode for initial listing
assignments, a pop-up dialogue box will appear in the
ALMI. The dialogue box will let you know if you need
to pre-canvass the block to estimate the number of
units in the block before doing any listing. The
estimated number of units must be entered in the
ALMI in this situation.
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For UB-N assignments in permit issuing areas,
determining the Year Built Code depends on the
expected versus estimated number of units in the
block that you enter in the ALMI. Determine Year Built
by asking the respondent or other knowledgeable
person.

u When the expected number of units is zero, you
will need to determine the Year Built code for all
residential, non-mobile home units that are
added during listing.

u When the expected number of units is greater
than zero and you change the value of the
estimated number of units, the ALMI will
compare the estimated number of units you
enter to the expected number of units for the
block. If the estimated number is at least twice
the expected number, you will need to
determine the Year Built code for the block.

u When you choose not to pre-canvass (due to
the block size, for example), you will be required
to determine Year Built for all units.

When you are updating blocks that are previous NHIS
block listings, you are only required to determine Year
Built for units you add.

When Year Built does not need to be determined, the ALMI
will gray out the Year Built questions and you will be unable
to fill them in.

Year Built Codes:

A Unit Built after 4/1/00.
B Unit Built before 4/1/00.

N Year Built not required to be determined on
nonstructural living quarters such as buses,
boats, mobile homes, vacant trailer pads,
embedded housing units in group quarters,
etc., and structures where more than (50%) of
the space is for commercial use.
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m Overview: Listing GQs in the GAIL

Topics In This Section

What is the GAIL? . . . . . . . . |
GQ Listing ASSIGNMENTS . . . . . . . oo e e e )
Listing GQs inthe GAIL . ... ... . . . . e n s |

What is the GAIL? GAIL is the acronym for Group Quarters Automated
Instrument for Listing. The GAIL is an application that
you use on your laptop to list GQs.

GQ Listing A GQ may be listed as part of an
Assignments Update Block assignment (GQ-A)
or as a GQ segment (GQ) listing
assignment. This chapter See Modules
provides information for both 3.2 and 3.3
listing assignment types. respectively.
Listing GQs in the The following topics provide an overview for listing
GAIL GQs in the GAIL.

When listing GQs, you will do some of your listing prior
to entering the GQ. This will enable you to accurately
describe and collect the location address of the GQ.

After collecting the GQ address, physical description,
and building name, enter the GQ, find a
knowledgeable person, and complete the listing.



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Launching the GAIL To launch the GAIL, do the following:

1 Select the GQ assignment from the Case
Management assignment list and click the F6
button.

2 Press <Enter> or click ‘OK’ on the Case
Confirmation Screen (Figure 3.1-1).

Case Confirmation

|5 thiz the case you want?

Contral Mumber: I 42053420031670002

Caze |D: I Qoooooz1
Geographic Level: I Ga

Cancel |
Help |

Geography: I
Address: | BLUE Jér VLG
|MAF|IENVILLE P& 16239
G0 Name: IF PAMCAKES FOR THE JUVENILE DELINGQUENTS

Press ENTER to continue or ESC to gelect a different cage.

Figure 3.1-1 Case Confirmation Screen

The GAIL SurveyScreen (Figure 3.1-2) will display.

Info Pane

GQ information and the
questions that step you
through the listing

process are displayed in
this area of the screen.

[B current Survey Group Quarters (GQ) Listing Yer 3.5 [ x]

Forms Answsr MNavigate Options Help

Main Block | Set Appainiment-Call Back/Exit |
% | 5 CENSUS BUREAL

02/21/2003
1:07FM

CoAbL

Navigation Prompts —

This area, which is part
of the Info Pane,
displays the navigation
and answer selection
radio buttons.

Form Pane

This area displays the
fields for entering
navigation/answer option
selections.

GQ AUTCOMATED INSTRUMENT FOR LISTING
CURRENT SURVEYS

w 3.5 (01/13/2003)

Press "CTRL+F7?" to access NOTES at any time during the instrument
Press "F10" to exit at anytime during the instrument.

1. Press "1" to continue

Survey screen [k

00000075 SurveyScreen 10711 PM [ 2-21-2003 |S1169510046000001 ADDINGTON HALL RESIDENCE

Figure 3.1-2 GAIL SurveyScreen
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GAIL StartScreen

GQ Address Information

The GAIL is ‘question driven’, meaning that your
responses to the questions displayed in the Info Pane
step you through the listing process. For more
information on GAIL functionality, see the GAIL User’s
Guide.

Select ‘1. Proceed’ from the GAIL SurveyScreen and
the GAIL StartScreen (Figure 3.1-3) will display.

IE Current Survey Group Quarters {GQ) Listing Yer 3.5
Forms  Answer Mavigate Options Help

Main Block | Set Appaintment-Call Back/Ext |

7[F1]
* YYou are ahout to conduct a GQ Listing for:
Special Place Marme ADDINGTON HALL RESIDENCE
GG Mame ADDINGTON HALL RESIDENCE
GO Address 1100 HWY 58
DUFFIELD, WA 24244--
Contral Number £1169510046000001
1N - Non-Institutional
Assignment Type - GO Frame
InitialUpdating : Initial Listing
1. Proceed €2 Quit
Stert Soreen [ [:
GaChangeFlag

00000075 StartSereen |1:12:24 PH |2-21-2003 |5116951004GUDDDDI ‘ADDINGTON HALL RESIDENCE

Figure 3.1-3 GAIL StartScreen

If the displayed assignment information and
assignment type identify your assignment, make the
appropriate navigation selection to proceed to the next
screen.

After you select ‘1. Proceed’ from the GAIL
StartScreen, the GQInfoAdd1Q screen (Figure 3.1-4)
will display. A series of questions appear that requires
you to enter, update, and/or verify the following GQ
address information:

Overview: Listing GQs in the GAIL
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GQ Physical Description

GQ Building Name

House Number

Street Name

Street Name Prefix Direction and Type
Street Name Suffix Direction and Type
Street Name Extension

Unit Designation

Rural Route Descriptor

Rural Route Number

Post Office Box Number

ZIP Code

mturrent Survey Group Quarters {GQ) Listing Yer 3.5
Forms  Answer Mavigate Options  Help

Main Block |Sel Appointrent-Call Back/Exit |
?2[F1]
*+15 1100 HWY 58
DUFFIELD VA 24244-- still the complete location address of this GQ?

(& complete address usually includes a street type, direction, etc,
e.g 101 5 Main Street NE )

Special Place: ADDINGTON HALL RESIDENCE

GO Narmne: ADDINGTOM HALL RESIDENCE

Location Address: 1100 HWY 58

Physical Description: ADDINGTON HALL RESIDENCE

Building Name

GQ Type Description; 911 - RESIDENTIAL CARE FACILITIES PROVIDING PROTECTIVE OVERSIGHT'

C 1. Yes 2 No
ety GO Address |_|

00000075 ‘ GQInfoAddlQ ‘1:18:40 PM ‘2-21-2003 ‘51169510046000001 |ADDINGTON HALL RESIDENCE

Figure 3.1-4 GQInfoAdd1Q Screen

If the GQ address is incomplete or a PO Box address
is collected, you will be required to enter a physical
description. Otherwise, this field is optional.

The GQ building name is the actual name on the GQ
structure. If a name is visible on the GQ structure,
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verify, update, or enter the GQ building name.
Otherwise, leave GQ Building Name field blank.

GQ address, building name, and physical description
should be gathered by observation. You can find this
information on a street sign, building or other areas around
the structure.

Entering the GQ Once you have collected the GQ address, physical
description and building name, the GAIL will prompt
you to enter the GQ.

Iﬂ Current Survey Group Quarters {GQ) Listing Yer 3.5
Forms Answer Mawigate Options Help

Main Block | SetAppaintment-Call Back/E st |

* The GQ verification process is now complete.

Please enter the G, find a knowledgeable person, and begin listing.

(1. Proceed
Erter Ga | ¢
00000075 EnterGQ |1:21:52 M |2-21-2003 |51169510046000001 ‘ADDINGTON HALL RESIDENCE
Figure 3.1-5 EnterGQ Screen
Introduction Screens After entering the GQ and finding a knowledgeable

person, introduce yourself by reading an IntroScreen.

This screen gives you an overview of the assignment
you will be working on. The screen shows you the
updated address information you entered outside the

m Overview: Listing GQs in the GAIL
February 2003
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GQ. If you realize that you are working on the wrong
assignment, press <F10> to go to the non-interview
screen. Select the appropriate response and exit the
instrument.

The IntroScreen1 (Figure 3.1-6) will display for Initial

Listing assignments. Initial Listing assignments may

not have contact information. You will need to collect
this data.

Current Survey Group Quarters {GQ) Listing Yer 3.5 | ]
Forms  Answer Mavigate Options Help

Main Block | St Appaintment-Call Back/Exit |

Helle, my name is (FR name) with the United States Census Bureau. Here is my identification card (Show
1D}). I am here to collect some information about ADDINGTON HALL RESIDENCE. I'd like to speak with
someane who is knowledgeable about ADDINGTON HALL RESIDENCE.

Special Place Name . ADDINGTOM HALL RESIDEMCE
50 Mame : ADDINGTOM HALL RESIDENCE
G0 Address 1100 HWY 58
DUFFIELD, A 24244--
Control Nurmber © B1169510045000001
I Man-Institutional
Assignment Type ;GO Frame
InitialUpdating : Initial Listing

Press "CTRL+F" to access NOTES at any time during the instrument
Press "F10" to exit at anytime during the instrument.

1. Proceed

IrtraScresnt I_\

IrtraScresn

00000075 IntroScreeni (12359 PM | 2-21-2003 |S1168510046000001 |ADDINGTON HALL RESIDENCE

Figure 3.1-6 IntroScreenl

The IntroScreen2 (Figure 3.1-7) will display during
Update Listing assignments.

Selecting ‘1. Proceed’ will retain the current contact
name and go directly to entering, updating, or verifying
the contact title.

Selecting ‘2. No’ will allow you to update the contact
person’s name.
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Current Survey Group Quarters {GQ) Listing Yer 3.5

Forms Answer Navigats Options Help

Main Biock | Set Appointment Call Back/Esit |

Hello, my hame is (FR name) with the United States Census Bureau. Here is my identification card (Show
ID). I am here to update the information about MANOR HOUSE OF GEORGETOWN. May | speak with KYRA

MINOGUE?

Special Place Name : MANOR HOUSE OF GEORGETOWN

GQ Mame © MANOR HOUSE OF GEORGETOWN

GO Address o 95 ACADEMY AWE
GEORGETOWN, 5C 29442--

Caontral Mumber © 45043450010230001

IR : Non-Institutional

Assignment Type 1 GO Frame

Initial/Upcating : Updating

Press "CTRL+F7" to access NOTES at any time during the instrument
Press "F10" to exit at anytime during the instrurment

C 1. Ves 2 Mo

[Rr——

IrtroScreen2 [

00000051 | IntroScreenz | Li27:19 PM 2212003 |4S043450010230001 MANOR HOUSE OF GEDRGETOWN

Figure 3.1-7 IntroScreen2

GQ Contact Information After you select ‘2. No’ from the GAIL IntroScreen2,
the CP1Name screen (Figure 3.1-8) displays providing
a series of questions that require you to verify, update,
or enter the following GQ contact information:

Contact Person Name

Contact Person Title

Contact Person Phone Number (and extension)
Contact Person Phone Type

Contact Person Office Location

m Overview: Listing GQs in the GAIL
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Iﬂ Current Survey Group Quarters {GQ) Listing Yer 3.5 [ %]
Forms Answer Mawigate Options Help

Main Block | SetAppaintment-Call Back/E st |

May | have your name please?

Contact Name: KYRA MINOGUE
Cantact Persan Title
Contact Phone Number.  (555) 555-5326 &t 1

Phane Type:

Office Location: BEDROOM
Mew Contact Mame Cortact phone type I_
Update contact name Werify office location I_
Cortact title question Update office locstion
Update contact title

erify contact phone number I_
Upciste contact phone number

Extension guestion I_
Upciste contact extension

00000051 CPINAME_ 1:29:21 PM | 2-21-2003 | 45043450010230001 MANOR HOUSE OF GEORGETOWN

Figure 3.1-8 CP1Name_

GQ Name Once you've entered the contact information, the
GQInfoNameQ screen (Figure 3.1-9) displays and you
will need to verify, update, or enter the GQ name.

m Overview: Listing GQs in the GAIL
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Is the GQ Institutional or
Non-Institutional?

Current Survey Group Quarters (GQ) Listing Yer 3.5 %]

Forms Answer Mavigate Options Help

Main Block | et Appointment-Call Back/E xit |

Is MANOR HOUSE OF GEORGETQOWN still the name of this facility?

Special Place MANOR HOUSE OF GEORGETOWM

GQ Name: MANOR HOUSE OF GEORGETOWN

Location Address: 95 ACADEMY AVE

Physical Descrintion: MANOR HOUSE OF GEORGETOWN

Building Name: JEFF HAYES' HOME FOR THE MUSICALLY CHALLENGED

GQ Type Descrintion: 311 - RESIDENTIAL CARE FACILITES PROVIDING PROTECTIVE OWERSIGHT'

1 Yes €2 No
Yerify GQ Mame I_\

Upciate GO Name

Free to leave grounds? I_

Cutsice permission required?

erify GQ type code I_
Upciate GO type code

G2 description

00000051 | GQInfaMameg |1:33130PM 2-21-2003 |45043450010230001 MANOR HOUSE OF GEORGETOWN

Figure 3.1-9 GQInfoNameQ

For all surveys, only non-institutional GQs will be
listed. Non-institutional, military GQs (GQs with type
code 601, 602, 603, 605) can be listed if and only if the
GQ includes non-institutional, non-military units. There
are two questions in the GAIL that determine whether
the GQ is institutional or non-institutional.

[l Areany of the occupants of this GQ free to
leave the building or its grounds without
permission? (Figure 3.1-10)

Overview: Listing GQs in the GAIL
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[ Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer Mavigate Cptions Help

Main Block | Set Appointment Call Back/Exit |
7[F1]

The next couple of questions are about the accupants of this facility.

1. Are any of the occupants of this facility free to leave the building or
its grounds without permissien?

* For example, can they leave without authorization from an individual
or outside agency?

1. Yes €2 Mo

Figure 3.1-10 DetermING1

The purpose of this question is to determine whether
the occupants can leave the building, on their own or
with help, but do not require permission from the
warden, the court system, someone who has power of
attorney over them, or any other individual. In other
words, if they wanted to leave the facility at anytime,
could they?

1 Dothese occupants require outside permission
to change their residence? (Figure 3.1-11)

Current Survey Group Quarters {G{J) Listing Yer 3.5 | ]
Eorms Answer Mavigate Cptions Help

Main Black | Set Appointment Call Back/Exit |
?[F1]

2. Do these occupants reguire outside permission to change their residence?

* Far example, do they require autharization from an outside individual or
agency to rmaove out of this facility

1. Yes 2. No

Figure 3.1-11 DetermING2

This question is similar to the first question. Most
facilities require occupants to notify them that they
intend to leave the facility. This type of permission is
NOT what this question is trying to determine. You
need to determine if the occupants need to obtain
permission from someone outside the facility to

m Overview: Listing GQs in the GAIL
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GQ Type Codes

change their residence. Must they obtain written
notification from the person who has power of attorney
over them? Must they obtain permission from the
court system?

GQ type codes are to be verified or determined in the
GAIL.

Depending on whether the GQ is institutional (GQ type
codes 101-410), non-institutional (GQ type codes 501-
911), or a military facility (GQ type codes 106, 401,
410, 601, 602, 605, 904), the GAIL will display the
appropriate series of questions to complete the listing.

To assist you in assigning the appropriate GQ type
code, you may display a GQ Type Code Lookup
screen. A Non-Institutional GQ Type Code List (Figure
3.1-12) will display only when the GQ is non-
institutional. An Institutional GQ Type Code List will
display when the GQ is institutional. Remember, the
GQ is determined to be institutional or non-institutional
based on the answers to the eligibility questions.

C:h gaily3-5'Externals' NonInst - Database Browser
G_to_HU Presiously identified a: o HUz
=l Student_Housing Callege Dormitaries and Fraternity and Sororty Hous
b B01 Military Military Barracks
b 602 Milktary Tranziert Quarters for Temporary Residents of Miita
B 603 Milktairy Miltary Ships
B (1) Military Military Hotel=iCamporounds
b o Emerg_Shetters Shelters for Homeless with Sleeping Facilities
B 702 Emery_Shefters Sheters for Runaway, Neglected, and Homeless Chi
B 703 Emerg_Shefters Shetters for Abused Yomen
| 704 Emerg_Shelters Soup Kitchens
b 705 Emery_Shefters Regularly Scheduled Maobile Food Yans
B 706 Emery_Shefters Targeted Mon-Shetered Outdoor Locations
B =) Group_Homes Group HomesMalfway Houses for Drugidlcohal Aby
b 802 Group_Homes Group HomesMalfweay Houses for the Mentally I (w:
[ firann Homas e Himes Halfnesy Hozas for the hartally Rats
Search: Key type:
IEode 'I
Select | Cancel |
1133

Figure 3.1-12 Non-institutional GQ Type Code
Lookup Screen
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Since many GQ type codes have very lengthy definitions
and specific qualifying factors, the official Census 2000

definitions are provided via the help screens.

Out-Of-Scope GQ Type If a GQ is assigned an Out-Of-Scope GQ type code,

Codes you will not list the GQ.

Out-Of-Scope GQ Type Codes:

603

Military ships

703

Shelters for abused women

704

Soup kitchens

705

Mobile food van

706

Targeted non-sheltered outdoor locations

900

Crews of non-military maritime vessels

909

GQs for victims of natural disasters

If any of the Out-Of-Scope GQ type codes listed above

are selected, the OutOfScope screen (Figure 3.1-13)
will display alerting you that the listing is complete.

m Overview: Listing GQs in the GAIL
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Selecting the Listing
Method

Current Survey Group Quarters (GQ) Listing Yer 3.5 %]
Forms Answer Mavigate Options Help

Main Block | et Appointment-Call Back/E xit |

Thank you fer your time.

* The GQ listing is complete. You will now exit to Case Motes
703 - SHELTERS FOR ABUSED WOMEN.

1 Exit

hlon Interview

Thark you

Out of scope I_\

00000051 | OutofScope |1:41122 P |2-21-2003 |45043‘ISDUIUZSDDDI ‘MANOR HOLSE OF GEORGETOWN

Figure 3.1-13 OutOfScope

The GAIL will direct you down the appropriate path.
You will exit the GAIL and the appropriate type code
will appear in Case Management.

If a facility is designated as a non-institutional,
non-military GQ, you are taken to the necessary
screens to appropriately list the facility using one of the
following methods: Register of Units Method,
Complete Listing Method, or Register of Persons
Method.

Regardless of the method used, only eligible units
(non-military and non-institutional) are to be listed.

Register of Units Method - The Register of Units
Method is the preferred method of listing. A register is
a list of GQ units (rooms, beds, or other designations)
at the location address. This register must be
accessible at time of interview.

m Overview: Listing GQs in the GAIL
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The GAIL will direct you to use the Register of Units
Method to list the facility if all the following criteria are
met:

1 The register contains only units at the GQ
address,

D The register is up-to-date,

D The register contains only non-institutional non
military units, and

[] The register contains only GQ units (no housing
units).

After determining that a register can be used,
do the following:

1 Verify the number of units on the register; if it
is different, change it.

2 Select the type of register.
3 Select the description of the register.

4 Enter the location of the register.

If you are unable to list the GQ using the Register of
Units Method, the instrument will lead you to either the
Complete Listing Method or as a last resort, the
Register of Persons Method.

Complete Listing Method - The Complete Listing
Method requires you to list each eligible unit on a
separate line within the GAIL. To use the Complete
Listing Method, you must be able to list the GQ by
room number, bed number, or some other unit
designation.

When determining if you will list the GQ by rooms,
beds, or some other unit designation, keep in mind that
the entire listing must be of the same designation. For
example, if you decide to list by rooms, each line
number must refer to a room. If you list by beds, each
line number must refer to a bed. There are no cutoffs

Overview: Listing GQs in the GAIL
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on the number of beds per room to determine if beds
or rooms should be listed. Select the unit designation
that will most likely not change over time so that the
interviewing FR can easily locate the selected sample
unit.

Path of Travel - Begin at the lowest floor and always
work to the right (Figure 3.1-14). Continue listing each
floor in the same manner.

Room Foom Foom
F r ]
Eoom
* |
- -

' T
U e N

Boom _\\"\-._‘
= Foemn Foemn
" - -

Entrance
to 1« Fhor

Figure 3.1-14 Path of Travel

As a part of the Complete Listing Method, you will be
able to insert lines, delete lines, or end the listing early,
if necessary.

Insert - At the time of initial listing and updating,
selecting ‘1. Insert’ (Figure 3.1-15a) will add a line
above the line on which you are currently positioned
(Figure 3.1-15b).

[B current Survey Group Quarters (GQ) Listing Yer 3.6 [ ]

Forms Answer Navigste Options Help

Main Block: | Set Appoiniment Call Back/Ext |

|
COMPLETE LISTING METHOD
1. Insert line above the current line.
2. Delete the current line.
3. End the listing.
Press enter to continue
@ 1 Insert 2 Delete C 3 End
DE Housing UntRoom# Bed#  (GtherDesignation  RemarksiHU Addr  HU Designation ii
[ [ [ [pavvmpowienc | | |
2] |_ lN_ |2— |— [ wnBow LEDS | [ |
3 [0 [ [Bavvmpowienc | | |
4] |_ lN_ |4— |— [ wnBow LEDS | [ |
5] I_Q IN_ IE— l— IEIAVWINDOWLEDG | |
5] |_ lN_ |5— |— [ wnBow LEDS | [ |
7] l_ IN_ la— l— IEIAVWINDOWLEDG | |
5] |_3 lN_ |4— |— [ NGO LEDS | [ |
9] l_ IN_ IE— l— IEIAVWINDOWLEDG | |
0] |_ IN_ |7— |— [ NGO LEDS | [ |
11] l_ IN_ IE— l— IEIAVWINDOWLEDG | |
12] |_ IN_ |9— |— [ Do LEDS | [ |
13] I_ 'N_ Im— I— [Bav wmpowLens | [ [ =l
[ooooo032 | Insert Delete  [8:53141 AM [3-12-2003 |42053420127330001 JAYS HOUISE OF PANCAKES FOR THE JUVENILE DELINGUENTS

Figure 3.1-15a Insert_Delete Screen
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Current Survey Group Quarters (GQ) Listing Yer 3.6 %]

Forms Answer Mavigate Options Help
Main Block | Set Appointment-Call Back/E xit |
7IF1]

COMPLETE LISTING METHOD

1. Insert line above the current line.
2. Delete the current line.

3. End the listing.

Press enter to continue

@ 1 Insert €2 Delete 3 End
IDE  HousingUntRoom#  Bed#  Other Designation RemarksHU Addr HU Designation ﬂ
[ [ [evwmsoweos | | [
g [ [ [pevwmnowies | | [
Rl | |
i | |
al I I | |
R R [
m[ N R [
| [ N R [
g [N R [
o [ R [
iy [ R [
i [ [ [ Jpevvanoow enc | | [
g [ R [ | pevweoowtee | | [ =

‘ 00000032 | Insert_Delete |1:3Z: 17 P |3-5-2003 ‘42053420127330001 ‘JMS HOUSE OF PANCAKES FOR THE JUVENILE DELINGUENTS

Figure 3.1-15b Insert_Delete Screen

At the completion of the listing, the GAIL will display
the number of listed units before exiting the
assignment.

Delete - At initial listing, selecting ‘2. Delete’ will delete
the current line and allow you to continue listing. At
the time of updating, selecting ‘2. Delete’ will gray out
the selected line and allow you to continue listing
(Figure 3.1-16).
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IE Current Survey Group Quarters {GQ) Listing Yer 3.6 [ %]
Forms  Answer Mavigate Options  Help

Main Block | Set Appointment-Call Back/Exit |

7[F1
COMPLETE LISTING METHOD
1. Insert line above the current line.
2. Delete the current line.
3. End the listing.
Press enter to continue.
1. Insert 2. Delete {3 End
IDE  Housing UnitRoom #  Bed # Other Designation RemarksHU Addr HU Designation ﬂ
| [ [ pevvnooniens | [
3| [ [ pevvnooniens | I
| | F [ [pevvnooniens | I
al [ (W F [ pevvconiess I
s\ [z W F |[ | [pavvncowies | I
&) r" P F [ [pevvconiens | I
o S I
gl [ (W F [ [pevvmooniens | I
a [ |(F F [ | [pevemconies | [
o [ F [ | [evemconiess | [
[ F [ | [evemconies | [
iz [ F [ | evvmconiess) | [
i [ f e [ [pervecowies) | [ =

| 00000032 | Insert_Delets ‘1:53:32 P |3-5-2003 ‘4205342012?330001 |J»WS HOLISE OF PANCAKES FOR THE JUVENILE DELINQUENTS

Figure 3.1-16 Insert_Delete Screen

At the completion of the listing, the GAIL will display
the number of listed units before exiting the
assignment.

End the Listing - The GAIL includes an option that
allows you to end a listing before you have entered
through each line. Selecting ‘3. End the Listing’ will
delete the line on which you enter the ‘3' (Figure 3.1-
17) and every line after (Figure 3.1-18.) This option
should only be used when you know that all listed lines
including and after the ‘3' need to be deleted. You can
use the ‘3. End the Listing’ option to delete blank lines
as well.
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Current Survey Group Quarters {GQ) Listing Yer 3.6 [ ]
Forms  Answer Navigate Options Help

Main Block | Set Appaintment-Call Back/Exit |
70F1]

COMPLETE LISTING METHCD

1. Insert line above the current line.
2, Delete the currentline.

3. End the listing.

Press enter to continue

1. Insert 2. Delste ®3 End
IDE  Housing UnitRoom & Bed # Other Designation RemarksHU Addr HU Designation ﬂ
| [N [ [pevvancowiens | [
3| [N [ [pevvancowiens | [
al [ | N F [ [pevvancowiens | [
a| [N [ [pevvancowien | [
SEN F [ [pevvancowiess | [
gl | N F— [ [pevvnconiens | [
a| [N F [ [pevvnconiens | [
5 r“ - [ pevvnooniens | [
a || | F [ [pevvnooniens | [
o [ [ pervnooniens | [
i [ [ [pervnooniens | [
AN [ [pevvnooniens | [
[ o [ pevwioowieos | [ =l
["ooo0nns2 | Insert Deiete  |1:57:24 PM 352003 42053420127330001 185 HOLSE OF PANCAKES FOR THE LVENILE DELINGUENTS
Figure 3.1-17 Insert_Delete Screen
mturrent Survey Group Quarters {GQ) Listing Yer 3.6
Forms  Answer Mavigate Options  Help
Main Block |Sel Appointrent-Call Back/Exit |
71F1]
COMPLETE LISTING METHCD
1. Insert line above the current line.
2. Delete the current line.
3. End the listing.
Press enter to continue.
1. Insert 2 Delete ®3 End
/DE  Housing UnitRoom # — Bed # Other Designation RemarksHU A HU Designation ﬂ
| [ [ | [pvvmoowiens| | [
Al [ | || [prvwmoowiens | | I
al [ | F || [pevwmoowiens | I
al [ M | fprvmooniens | | I
NED F || [pevwnoowies | I
B[ | F || [prvwmoowiens | | I
| [ | F || [pevvmoowiens | I
] [w - || pevwmoowiens | I
a [ [ F [ | pevemconies | [
ol [ ([ | pevemeonies | | [
[T F [ | pevemeonies | | [
2 [ (F [ | pevemeonies | | [
@l [ e || paremoowies | | [ =

| 00000032 ‘ Insert_Delete ‘1:58:34 PM ‘3-5-2003 |42053420127330001 |JAVS HOUSE OF PANCAKES FOR THE JUYENILE DELINQUENTS

Figure 3.1-18 Insert_Delete Screen
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After you enter ‘3'. End’, the GAIL will display the
EarlyExit screen (Figure 3.1-19).

[B Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms  Answer Navigate Options  Help

Main Black |Set AppoinimentCall Back/Exit |
?IF]

COMPLETE LISTING METHOD

* You are about to DELETE 24 lines.
You ended the listing at line 8.
s this correct?

1. Yes, End the listing €2, Mo, Return to liting.
Lnits listed difference |

List complete

000NN | EaryExt  |Z0457EM2-21-2003 4207100 18024007 0205023 HAMILTON HOUSE

Figure 3.1-19 EarlyExit Screen

This screen reminds you that you will delete all lines
after and including the line on which you ended the
listing. These deleted lines may or may not have unit
information. Be very sure you want the lines deleted.
Once the lines are deleted, they are gone. If you want
the deleted information back, you will need to relist the
units.

Selecting ‘1. Yes, End the listing’ will end the listing
and delete the number of lines specified.

Selecting ‘2. No, Return to listing’ will return you to the
listing.

When you select ‘2. No, Return to listing’ you will
return to the previous screen and the cursor will be in
the I/D/E field where you entered the ‘3' to end the
listing. To continue listing the units, delete the ‘3" in
the I/D/E field. Continue listing until you are finished.

Overview: Listing GQs in the GAIL
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The Complete Listing Method will also allow you to list
housing units in appropriate situations. See Module
3.4 for procedures for listing housing units in the GAIL.

Register of Persons Method - A register of
persons is a list of persons at the location address. If
the GQ does not have defined room numbers, bed
numbers, or other unit designation, and no acceptable
register of units is available, the GAIL will lead you to
the appropriate questions to list the GQ using the
Register of Persons Method.

If there is an up-to-date register containing the names
of the occupants of the GQ, you will be asked to enter
the number of persons at the GQ. If a register is not
available, you will be asked to estimate the number of
people at the GQ. After entering the estimated
number of people, the listing is complete.

Overview: Listing GQs in the GAIL
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m GQ-A (Update Block) Assignments

Topics In This Section
What is a GQ-A ASSignment? . . . ... ... ... .. . .. ieennennnnn. I
What To Do in the ALMI Before Entering the GAIL . .................. |
Listing the GQ-A ASSignment . . . ... ... ... ... uu et tteeannnnns 4

What is a GQ-A A GQ-A assignment is a GQ in the Area Frame that is

Assignment? part of an Update Block assignment. These GQs are
first created, verified, or updated in the ALMI, then
become a separate assignment in Case Management.

What To Do In the For an existing GQ-A assignment, before listing the
ALMI Before GQ-A in the GAIL, you must complete the Update

Entering the GAIL Block assignment in the ALMI.

When working an Update Block assignment,
do the following:

1 Verify that the structure still meets the
definition of a GQ.

2 Verify the GQ category and type code, or
assign one if not already assigned. (Only
contact the GQ while in the GAIL.)

3 Review the GQ name and address
information in the Address Review Bar or
Address List View (Figure 3.2-1) to make
sure it is correct. If not, correct it in the
Address Wizard.

4 Complete the Update Block assignment and
return to Case Management.

5 Choose the GQ-A assignment in Case
Management and launch the GAIL to
complete the GQ assignment.
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B
3
g

aE

W R

io|

ke
B

a0 | e o)

Address List
View

vty | Suruponds {bac o

Address Review
Bar

Figure 3.2-1 ALMI Address List/Address Review Bar
Views

When the GQ is NOT listed in the ALMI address
list, do the following:

1 Check to see if the GQ name and address
appear in a different format or in the
neighboring block or ungeocoded list
(location/description) in the ALMI:

If... Then...

The address appears | Proceed to Step 2.
in a different format,
is in the neighboring
block, or is on the
ungeocoded list

The address doesn’t | Go to Listing GQs in
appear in a different Module 2.4.

format, is not in the
neighboring block,
and is not on the
ungeocoded list

2 Move the GQ if needed.

m GQ-A (Update Block) Assignments
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In the Address Review Bar (Figure 3.2-1),
examine the address information, special
place name (in the Building Name/Mobile
Home Park field), GQ name and GQ type.

If... Then...

The information is Verify the unit.
correct

The information is not | Update it in the
correct Address Wizard.

Complete the Update Block assignment and
return to Case Management.

Choose the GQ-A assignment in Case
Management and launch the GAIL to
complete the GQ assignment.

Creating GQs in the ALMI  When the GQ doesn’t exist in the ALMI, create
the GQ by doing the following:

o
Click the _&| button.

Click on the map where the GQ should be
placed.

Click ‘Group Quarters’ on the Unit Status tab.

Click on the ‘Group Quarters Info’ button,
select the appropriate category and type
codes, and enter GQ name.

Select the appropriate unit status code.

Enter the special place name in the ‘Building
Name/Mobile Home Park’ field on the
Location Address tab.

Enter the location address of the GQ on the
Location Address tab.

m GQ-A (Update Block) Assignments
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8 After completing the Update Block
assignment, exit the ALMI and choose the
GQ-A assignment in Case Management.
Launch the GAIL to list the individual units.

Not all Update Block assignments will create GQ-A
assignments in Case Management.

Listing the GQ-A Before listing the GQ-A assignment in the GAIL, be

Assignment sure to complete your Update Block assignment
making sure that all housing units and GQs listed have
been assigned an activity code.

All GQ-A assignments in or added to Case
Management will require you to launch the GAIL to
either list the GQ units or change the status of the GQ.
The following activity codes will be passed from the
ALMI to the GAIL to alert you that some action has
been taken on the GQ as a part of the Update Block
assignment that may change the status of the GQ in
the GAIL.

Update Block Activity Codes That May Change the
Status of the GQ:

Code Description

Deleted

Moved

Changed to Non-GQ (GQ is now a HU)

Unable to verify

Non-residential unit

(2 ([C|O|X|0

GQ information has changed

m GQ-A (Update Block) Assignments
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For example, if you delete, move or change a GQ to a
housing unit in the ALMI, you will still be required to
launch the GAIL and indicate that the GQ is:

Deleted -

[B current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer MNavigate Options Help

Main Block | Set Appointment Call Back/Exit |
7 F1]
* This GG was deleted in the ALMI. Is this carrect?

Special Place Name

Ga Name PLEASANT VIEWY RETIREMENT COMMUNITY NURSING CARE
G0 Address 544 N PENRYN RD
MWANHEIM, PA 17545--0562
Contral Number 420710103002008 0204827
I/ Institutional
Assignment Type G0 in Area Frame
Initial{Updating Updating
1. Yes 2 No 3. Quit

Figure 3.2-2 GQchangeFlag

Current Survey Group Quarters (GQ) Listing Ver 3.5 [x]

Forms Answer Navigate Options Hslp

Main Biock | Set AppointmentCall Back /Exit |
7 [F1]
* Thiz GQ was moved in the ALMI. Is this correct?

Special Place Name

GG Mame . DEMENTIA CARE
GO Address © 544 N PENRYN RD
MANHEIM, PA 17545--8562
Control Number ¢ 420710103002008 0204829
I : Institutional
Assignment Type 1 GQ in Area Frame
Initial/lpdating . Updating
1. Yes €2 No © 3. Quit

Figure 3.2-3 GQchangeFlag

m GQ-A (Update Block) Assignments
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Unable to be Verified -

[B current Survey Group Quarters {GQ) Listing ¥er 3.5 [ %]

Forms Answsr MNavigate Options Hslp

Main Block | Set Appoiniment Call Back/Exit |
7 [F1]
* This GO was not verified in the ALMI. |5 this correct?

Special Place Name

G0 Name : COBYS FAMILY SERVICES
GQ Address © 676 N PEMRYNRD
MANHEIM, PA 17545--9336
Contral Number o 420710103002008 0089292
1M : Non-Institutional
Assignment Type : GO in Area Frame
InitialfUpdating : Updating
1. Yes 2 Mo 3. Quit

Figure 3.2-4 GQchangeFlag

Non-residential -

[B current Survey Group Quarters {GQ) Listing ¥er 3.5 [ x]

Forms Answsr MNavigate Options Help

Main Block | St Appointment Call Back/Exit |
7 F1]
* This GO iz Non-Residential in the ALMI Is this correct?

Special Place Name

Ga Name KEYSTONE RESIDENCE M. COLEBROOK RD
G0 Address 58 N COLEBROOK RD
MANHEIM, PA 17545--9210
Caontral Number 420710105022008 0069733
i Mon-Institutional
Assignment Type GQ in Area Frame
Initial/Updating Updating
1. Yes €2 Ng 3. Quit

Figure 3.2-5 GQchangeFlag
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Converted to Housing Units -

[B current Survey Group Quarters (GQ) Listing Yer 3.5 [ x]

Forms Answsr MNavigate Options Help

Main Block. | Set AppointrentCall Back/Exit |

71
* This GO converted to housing units in the ALMI IS this correct?

Special Place Name

GO Name PAI CORP
GO Address 3105 CAROLINE DR
EAST PETERSBURG, PA 175201226
Control Number 420710116004007 0205500
I/ Mor-Institutional
Assignment Type GQ in Area Frame
Initial/Updating Updating
1. Yes 2 No 3. Quit

Figure 3.2-6 GQchangeFlag

Changed (GQ Name, Address, or SP Name) -

[B current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer MNavigate Qptions Help

Main Block | Set Appoiniment-Call Back/Exit |

71
* You made changes to this GQ in the ALMI. Please verify those changes as you list the GQ in the GAIL.

Special Place Name

G0 Name © JAYS HOUSE OF PANCAKES FOR THE JUVERNILE DELINQUENT HOCKEY PL
AYERS FROM GROX

GQ Address o 3106 CAROLINE DR
EAST PETERSBURG, PA 17520--1226

Cantrol Number © 420710116004007 0029042

I Mon-Institutional

Assignment Type GQ in Area Frame

Initial/Updating Updating

1. Proceed 2 Quit

Figure 3.2-7 GQchangeFlag

GQ-A (Update Block) Assignments

February 2003
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Each screen has three options:

‘1. Yes’
‘2. No’
‘3. Quit’

Selecting ‘1. Yes’ confirms the action taken. The
instrument will take you to the Thank screen. The
assignment is complete.

Selecting ‘2. No’ states that the action indicated is
incorrect. You are told the actions you need to take to
correct the assignment. The instrument then takes
you to the Thank screen so you can return to Case
Management and correct the assignment.

Selecting ‘3. Quit’ will take you to the Thank screen.
You are reminded that you have not have taken any
action on this GQ. You must then decide whether to
change your action in the ALMI or go back into the
GAIL.

If a change is made to the GQ name, GQ type code, or GQ
address in the GAIL, you must return to the ALMI to update
the information in the Address Wizard. (Changes in the
GAIL do not automatically update in the ALMI.)

For all other GQ-A assignments, list the GQ according
to the information provided in Module 3.1 of this
manual and the GAIL User’s Guide.

GQ-A (Update Block) Assignments

February 2003
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m GQ Segment Assignments

Topics In This Section

What is a GQ Segment Assignment? . ........... ... .. uueenern. ]

What to do Before Entering the GAIL . ............. ... ..., |

Listing the GQ Segment ASSignment . ............. ... euuuuueennn. 3
What is a GQ A GQ segment assignment is an assignment of GQs
Segment listed during the 2000 Decennial Census for a
Assignment? particular block. All GQs listed during Census 2000

What to do Before
Entering the GAIL

are separated from the housing units listed during
Census 2000. Current Surveys will list and interview
these GQs until the next Census.

GQ segment assignments are not part of an Update
Block assignment. You will not need to enter the ALMI
to complete the assignment.

To begin working your GQ segment
assignment, do the following:

1 Make sure you are in the Case List View of
Case Management and the ‘F6 Listing' button is
active.

2 Select the GQ assignment you want to work on.
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3 Highlight the GQ assignment and click the ‘F6
Listing’ button.

iCase Management SURVEY: DAAL [-[5]x]
Ele Edt View Actions Help
J‘ 2 T E ‘
P felp 7 i P HoxeTab. Fi Bt F5 Rops . Fovew F3Sor PO oo TP
PSU_Type * Tiact Block MCD/Place Name _House # Strest Name Zip G0 Name Due Date_ Status Ate 2]
GO | [3801.001063 MCD NAME BLUE JAY VLG [16238 [)A’S HOUSE OF PANCAKES FOR
GO_| [3801.00[1063 [MCD NAME BLUE JA7 VLG [16238 /&S HOUSE OF PANCAKES FOR
GO | _[3807 001063 MCD NAME ELUE JA7 VLG [16238 /&S HOUSE OF PANCAKES FOR
GO | _[3807 O0[T0B3 MCD NAME ELUE JAv VLG [16238 [JAS HOUSE OF PANCAKES FOR]
GO | _[3807 O0[T0B3 MCD NAME ELUE JAv VLG [16238 [JAS HOUSE OF PANCAKES FOR]
12053 | GO |_[3801.00[10E3 [MCD NAME BLUE JAv VLG [16238 /&S HOUSE OF PANCAKES FOR
42071 _[G0A| |0118.02A4007 [MCD NAME [E02 ELIZABETH DR [17601 [EALSMAN CENTER
42071 _[G0A| |0118.02A4007 [MCD NAME [E02 ELIZABETH DR [17601 NIS5LEY HOUSE EEE
12071 [GOA| |0118.024007 [MCD NAME [60z ELIZABETH DR [T7601 [FERSOMAL CARE CENTER EEE] H
Assignment |Addmuna\ Informatian | # Hates | cortacts | Histors |
Control Number: 42053 420031670006 Case ID: (00000025 Survey: [CED Outcome: 'ﬁ PN
Assignment Type: [GE - GO Frame Project. [7403 Acior: 0O WA [T
ADDRESS: House # ] Street: [BLUE JAT VLG Unit:[
Rural Address: [ Bldg: [
Location Deseriptior: [ON CAMPUS NORTH OF MARIENYILLE
Post Office: [MARIENVILLE County: [FOREST State: P&
MAF ID: [4205300087510 Place: [FLACE NAME
MCD:  MCD NAME # Units Listed: Seuare Miles
AIANHH: [ # Units Exe [0 Dersiy
Callback Notes: | Study[BAL_EASZ
Call Listing Instiument

Figure 3.3-1 Case Management with a
Highlighted GQ Case and Active ‘F6 Listing' Button

4  Make sure you are entering the correct GQ by
looking at the address that appears in the Case
Management Case Confirmation screen.

Case Confirmation

|5 this the case you want?

Cortral Mumber: | 42053420031670002 Cancel

Case |D: I 00000021
Geographic Level: I Ga &I

Geography: I
Address: | BLUE Jar VLG

IM.&HIEN\J’ILLE P& 16233

GO Name: IF PAMCAKES FOR THE JUVEMILE DELINQUENTS

Pregz ENTER to continue or ESC to select a different caze.

Figure 3.3-2 Case Management Case
Confirmation Screen

5 Click ‘OK’ to launch the GAIL.

m GQ Segment Assignments
February 2003
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Listing the GQ

Segment
Assignment

Collecting demographic information for GQs can be
done simply by observation. You will verify, update or
enter the GQ address, physical description, and
building name before you enter the GQ.

Current Survey Group Quarters {GQ) Listing Yer 3.5 | ]
Forms  Answer Mavigate Options Help

Main Block | St Appaintment-Call Back/Exit |
G|
* You are ahout to conduct a GO Listing for:

Special Place Name . SUBBARAJAS SUPERCALIFRAGILISTICEXRIALIDOCIOUS SPECIAL PLACE
(33 Name . JAYS HOUSE OF PANCAKES FOR THE JUVENILE DELINQUENTS
GQ Address . POBOXS55
GEORGETOWM, SC 20442
Cantral Nurmber © 45043453040000001
I - Non-Institutional
Assignment Type - GO Frame
InitialUpdating - Updating
1. Proceed €2 Quit
Start Screen I_
GRChangEFlay

00000044 Startereen |2:18:45 PH |2-21-2003 |450434E3D4DDDDDDI ‘]M’S HOUISE OF PANCAKES FOR THE JUVEMILE DELINGUENTS

Figure 3.3-3 GAIL StartScreen

See Module 3.1 of this manual for instructions on how
to list the GQ. You can also reference the GA/IL User’s
Guide for instrument instructions.

Remember, the GAIL is ‘question driven’. The
answers the knowledgeable contact person provides
will determine how the GQ is listed.

GQ Segment Assignments

February 2003
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m Housing Units in a GQ

Topics In This Section

Housing Units in GQ-A Assignments
Housing Units in GQ Segment Assignments

Housing Units in For GQ-A assignments, all housing units must be
GQ-A Assignments listedin the ALMI. No housing units found during a
GQ-A assignment can be listed in the GAIL. The GAIL

will remind you in some situations that housing units
must be listed in the ALMI (Figure 3.4-1).

Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer Mavigate Options Help

Main Black | Set Appointment-Call Back/Exit |
7IF1]
Thank yeu fer your time.

* The GQ listing is complete.

This GO was coded as 000 - PREVIDUSLY IDENTIFIED AS A GG, NOW HUs
You will now exit to Case Naotes.

In Case Management select tract 030200 block 1046 and list all heusing units in the ALMI.

1. Exit
Institute Exitl
Housing Linits Ext [
00000019 HUExik |2:25101PM ‘2-21-2003 |511690302001046 0012679 ‘ADDINGTON HALL RESIDENCE
Figure 3.4-1 HUEXit Screen
Housing Units in For GQ segment assignments, housing units can be
GQ Segment listed in the GAIL.

Assignments
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Initial Listing An initial listing occurs when the GQ is being listed for

Assignments - Complete the very first time. The information in the GAIL was

Conversions GQ Type collected during Census 2000. Headquarters needs

Code '000’ you to update the listing and include any GQ unit
information.

It is possible that a facility may be marked as a GQ
when it actually contains regular housing units.

When you discover that a GQ has completely
converted to housing units during an initial
listing, do the following:

1  Find a contact person and verify that the
structure is no longer a GQ.

2 Change the GQ type code to ‘000—Previously
identified as a GQ, now HUs’.

3 Determine the number of housing units (Figure
3.4-2.)

Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer Mavigate Options Help

Main Block | Set Appointment-Call Back/Exit |

7IF1]
* The entire GQ converted to HUs.
List the housing units via the Complete Listing Method

What is the humber of housing units?

Linit from previous isting

Previous Listing Method NONE

Mumiger 0f Housing LUnits |

Currert HUs more than previous listi

00000020 DeterHUs |2:38103 PH ‘2-21-2003 |42053420031670001 |JAVS HOUSE OF PANCAKES FOR THE JUYENILE DELINQUENTS

Figure 3.4-2 DeterHUs Screen

m Housing Units in a GQ
February 2003
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Housing Units in a GQ
February 2003

The GAIL will automatically take you to the complete
listing screen (Figure 3.4-3) to list the housing units.

Current Survey Group Quarters {GQ) Listing Yer 3.6 [x]

Forms Answer Navigate Options  Help
Main Block | Set Appoiniment-Call Back/Exit |
7[F1]

COMPLETE LISTING METHOD

1. Insert line above the current line.
2. Delete the current line.
3. End the listing.
Press enter to continue
1. Insert 2 Delete 3 End
DE  Housing UntRoom#  Bed#  Other Designation RemarksHU Addr HU Designation ﬂ

1]
2]
3]
4]
5]
6]
7]
5]
3]

ARRRREEREE
AT
AT
AT

10]
1]
12]
13] =

‘ 00000023 Insert_Delete |2:14:UU PM | 3-5-2003 |42083420031670004  JAYS HOUSE OF PANCARES FOR THE JUYENILE DELINGQUENTS

Figure 3.4-3 Insert_Delete Screen

The instrument grays out the Room #, Bed #, and
Other Designation fields. The HU (housing unit) field is
prefilled and grayed out with “Y’ on every line indicating
that the listing only contains housing units. The cursor
is in the I/D/E field. If you do not wish to insert, delete,
or end the listing press <Enter> to go to the
Remarks/HU Address field.

In the Remarks/HU Address field (Figure 3.4-4), enter
the address of each housing unit. If you need to enter
remarks, enter them after the housing unit address.
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Housing Units in a GQ
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Current Survey Group Quarters {GQ) Listing Yer 3.6 [x]

Forms Answer Navigats Options Help

Main Biock | Set Appointment Call Back/Esit |
?[F1]

COMPLETE LISTING METHOD

1. Insert line above the current line.
2. Delete the current line.
3. End the listing.

Fress enter to continue.
1. Insert
/D Housing Unt Roam #

© 2. Delete 3 End

HU Desigretion ﬂ

222 PARK DR [z

Other Designation RemarksHL Addr

1]

—I—I—I—I—Iil—l—l—l—l—l

0 1 I U O
T
T

‘ 000000%4 | Insert_Delete |3:11:33 PH |3—5—ZUUS ‘45043452036000002 |JAVS HOLSE OF PANCAKES FOR THE JUYENILE DELINQUENTS

Figure 3.4-4 GQ_Unit_Remarks Field

When a unit designation exists, enter it in the HU
Designation field (Figure 3.4-5). Otherwise, you can
leave this field blank by pressing <Enter>.

Forms Answer Mavigsts Options Help
Main Biock | Set Appointment Call Back/Esit |
?[F1]
COMPLETE LISTING METHOD
1. Insert line above the current line.
2. Delete the current line.
3. End the listing.
Fress enter to continue.
1. Insert 2 Delete 3 End
IDE HousingUnitRoom#  Bed#  Dther Designation  RemarksHl Addr  HU Desiaration ﬂ
| [ | ot taain ST [2PT &
2 ([ | 101 taiN ST [eFTE
3 | [ | 101 taiN ST [ePTC
4 | [ | lh frormam st [erro
5] |_| f N i h| frotmansTLasTL | [
o o o | |
Al ol el | |
o1l ol | |
I8 I N N I [ [
w [T T | |
1)
12]
13] =l
["o0000023 | Insert _Delete  |2:27:10 PM |3-5-2003 |42053420031670004 |JAVS HOUSE OF PANCAKES FOR THE JUVENILE DELINQUENTS

Figure 3.4-5 GQ_HU_Unit_Designation Field

Complete the listing as outlined in Module 3.1.
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Initial Listing - Partial
Conversion

Housing Units in a GQ
February 2003

Sometimes some GQ units can convert to housing
units. The facility now contains GQ units and housing
units. During initial listing, if you encounter this
situation, do not list the housing units. Only list non-
institutional, non-military GQ units. The GAIL will not
allow housing units to be listed.

Notice in Figure 3.4-6 that the HU (housing unit) field is
prefilled and grayed out with ‘N’. The HU Designation
field is also grayed out. You can only enter room #,
bed #, or other designation information. The
instructions on the remarks screen state that when HU
is equal to ‘N’ you can enter remarks.

mturrent Survey Group Quarters {G(J) Listing Yer 3.6 [ %]
Forms  Answer  Wawigate Options  Help

Main Block |Sal Appointrent-Call Back/Exit |
7IF1]

COMPLETE LISTING METHOD

1. Insert line above the current line.
2. Delete the current line.
3. End the listing.

Press enter to continue
1. Ingert 2. Delete 3 End

IDiE Other Designation RemarksHU Addr HU De:signation ﬂ
ol

........... | |
2

&l
4]
Bl
6]
7]
5]
4]
10]
11]
12]
13] =l

‘ 00000021 ‘ Insert_Delete ‘3:02:57 PM ‘3-5-2003 |42053420031670002 |J»WS HOLSE OF PANCAKES FOR THE JUVENILE DELINQUENTS

™
@

=
3

Housing Urit Room #

AN

EIEIEIEEEIEEE =
ARRRRRRRNR
ARRRRRRRNR

Figure 3.4-6 Insert_Delete Screen

Continue listing the GQ as indicated in Module 3.1.
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Updating a Listing -
Complete Conversion GQ
Type Code '000'

A GQ can convert to a housing unit during the time
between initial listing and the next update. When this
occurs, you will need to convert each previously listed
GQ unit to a housing unit.

Previously Listed Using the Complete Listing
Method - If the previous listing was a complete
listing, you will be able to see the actual number of
units listed. Before listing any housing units, enter the
number of housing units at the GQ (Figure 3.4-7). You
cannot list more housing units than previously listed
GQ units.

[ Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms  Answer Mavigate Options Help

Main Elock | Set Appointment Cal Back/Ext |
2 [F1]

* The entire GG converted to HUs
List the hausing units via the Complete Listing Method.

What is the number of housing units?

Units From
Previous Listing
Field

Uit from previous lising [t
Previous Listing presicus Listng Hethod [eoWPLETE TG el
Method Field Hnber o Housing Unds

m Housing Units in a GQ
February 2003

(Current HUs more than previous st

0000007E DeterHls ‘2:45:45 PM |2-21-ZDDS ‘51 169510054650001 ‘]MS HOUISE OF PANCAKES FOR THE JUWENILE DELTNQUENTS

Figure 3.4-7 DeterHUs Screen

After you enter the number of housing units, press
<Enter> and the Insert_Delete screen (Figure 3.4-8)
will display.
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Housing Units in a GQ
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Current Survey Group Quarters (GQ) Listing Yer 3.6
Forms Answer Mavigate Options Help

Main Block | Set Appointment-Call Back/Exit |

7IF1]
COMPLETE LISTING METHOD

1. Insertline above the current line.
2. Delete the current line.
3. End the listing.

Press enter to continue

C 1. Ingert 2 Delste 3 End

o
T

=%
b

Housing Linit Room #

P
—
—
=
—
—
—
=
=
=
e
e
—

‘ 00000076 | Insert_Delete | 3:07:29 P ‘3-5-2003 |51169510054650001 ‘JAVS HOUSE OF PANCAKES FOR THE JUYENILE DELINQUENTS

Cther Designation FemarksHU Addr HU Designation ﬂ

=}

IRES\DENT FLUENT I

=)

IRES\DENT FLUENT I
IRES\DENT FLUENT I
IRES\DENT FLUENT I

=

o™

[resEnT FLUENT 1 | f25

=

|

|

|

|

|

| IRES\DENT FLUENT It
[ [RESIDENT FLUENT I
|

|

|

|

|

I

=)

IRES\DENT FLLENT I
IRES\DENT FLLENT I
IRES\DENT FLLENT I
IRES\DENT FLLENT I
IRES\DENT FLUENT I
|RES\DENT FLUENT I

_l_l_l_l_l_lil_l_l_l_l_l
SEEEFEEEEFEEEEEE
AT

Figure 3.4-8 Insert_Delete Screen

Notice in Figure 3.4-8 that the HU (housing unit) field is
prefilled and grayed out with “Y’. You are not allowed
to change this value. You can, however, see the
previously listed GQ units. Use the previously listed
units as a guide to help you accurately list the housing
units.

Continue listing the GQ as outlined in Module 3.1.



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Units From
Previous Listing

Field

Previous Listing
Method Field

Housing Units in a GQ
February 2003

Previously Listed Using the Register of Units
or Register of Person Method - If the previous
listing method was the Register of Units or Register of
Persons Method, you only know the humber of
previous units. Since actual GQ unit data was not
collected, you will need to list the housing units as you
find them. You are, however, limited to the number of
previously listed units when listing the housing units.
You cannot list more housing units than previously
listed GQ units.

[B current Survey Group Quarters (GQ) Listing Yer 3.6 [ x]

Forms Answsr MNavigate Options Help

Main Block | St Appainiment Call Back/Esit |
7 [F1]

* The entire GQ converted to HUs

List the housing units via the Complete Listing Method

What is the number of housing units?

Uniits from previous listing 17
Humber of Housing Linits

Current HUs more than previous listi

’> Previous Listing Method [REGISTER OF PERSONS ME

00000054 DeterHUs U018 PM | 3-5-2003 | 45043452036000002 JAYS HOUSE OF PANCAKES FOR THE JUVENILE DELINQUENTS

Figure 3.4-9 DeterHUs Screen

Enter the number of housing units (Figure 3.4-9) and
press <Enter>. The Insert_Delete screen will display.



Chapter 3 >>>>Listing GQs in the GAIL

Updating A Listing -
Partial Conversion

Housing Units in a GQ
February 2003

Current Survey Group Quarters {GQ) Listing Yer 3.6 [x]

Forms Answer Navigats Options Help

Main Biock | Set Appointment Call Back/Esit |
?[F1]

COMPLETE LISTING METHOD

1. Insert line above the current line.
2. Delete the current line.
3. End the listing.

Fress enter to continue.
1. Insert 2. Delete 3 End
DE  Housing UntRoom#  Bed#  Other Designation RemarksHU Addr HU Designation ﬂ

1]
2]
&l
4]
5]
6]
7]
]
9]
10]
1]
12]
13] =l

‘ 00000023 Insert_Delete |2:27:IU PM | 3-5-2003 |42083420031670004  JAYS HOUSE OF PANCARES FOR THE JUYENILE DELINGQUENTS

101 MAIN ST APT &

101 MAIN ST APTB

101 MAIN ST APTC

[101 mam sT [ePTD
[io1 mam 5T LAST |

EEEEEE RN
AT
AT
AT

Figure 3.4-10 Insert_Delete Screen

Notice in Figure 3.4-10 that the HU (housing unit) field
is prefilled and grayed out with °Y’. You are not
allowed to change this value. In the Remarks/HU
Address field, enter the address of each housing unit.
If you need to enter remarks, enter them after the
housing unit address.

When a unit designation exists, enter it in the HU
Designation field. Otherwise, you can leave this field
blank by pressing enter.

Complete the listing as outlined in 3.1.

During updating, you might find that some GQ units
converted to housing units. You can list these housing
units in the GAIL.

Previously Listed Using the Complete Listing
Method - When the previous listing was a complete
listing, you are able to see the actual units previously
listed (Figure 3.4-11.)
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Housing Units in a GQ
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Current Survey Group Quarters {GQ) Listing Yer 3.6 [x]

Forms Answer Navigats Options Help

Main Biock | Set Appointment Call Back/Esit |

COMPLETE LISTING METHOD

Is this a regular heusing unit?

Enter "Y" for Yes
"N far Mo
Press enter to continue.

IDE Housing UnitRoom#  Bed#  Dther Designation  RemarksiHl Addr  HU Desiartion =]
3 [ oz [ [os scepEmy ave| [EPTS
4 | [ o4 [ [a5 acaDEMY AVE| [EPTB al
s | [ ﬁ | [a5 AcaDEMY AVE| [2PTB
AN fios [ Jos—acapen ave| [epTa
m [ o7 [ [osacapen ave | [spTiD
8] l_ IN_ [0 l— | |95 ACBDEMY AVE IAPTM
g | [ fiog [ Jos acapen ave | [PT7E
CAE 110 [ [os~acapeny ave | [pTi7
| [ 11 ] Jo5 acapewv ave|| [PTAE
iz [ v TH [ Jos acapen ave | [PT719
ENNE 113 [ o5~ acaneny ave| [pT2i
=l
00000051 | Housing_Unit  |3:26:59 PM |35-2003 [45043450010230001 MANOR HOUISE OF GEORGETOWH

Figure 3.4-11 Insert_Delete Screen

Change any of the GQ units to housing units by

changing the HU (housing unit) field to ‘Y’. The Room

#, Bed # and Other Designation fields will be grayed

out. Enter the housing unit address, any remarks, and

housing unit designation, if any.

Complete the listing as outlined in Module 3.1.

10
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m Special Situations

Topics In This Section

Special Situations - GQ-A Assignments . ...............c.ciuuunier.. ]
Special Situations - GQ Segment Assignments . ................... 11

Special Situations -
GQ-A Assignments

Embedded and
Freestanding Housing
Units

Moved GQs

The following topics describe special situations that
may occur while listing GQ-A assignments in the GAIL.

An embedded housing unit is a housing unit that is
contained within the GQ (nurses quarters, dorm
mother’s room, etc.). A freestanding housing unit is a
housing unit that is associated with the GQ, but is not
within the GQ structure itself (the director’s house,
guard quarters, etc.). If a usable register contains
embedded or freestanding housing units, a complete
listing must be conducted for the GQ. Do not include
the embedded or freestanding housing in the GQ list.
These housing units must be listed in the ALMI.

Freestanding housing units should be listed separately
as either a single or multi-unit housing unit in the ALMI.
Embedded housing units in a GQ should be listed as a
multi-unit with the GQ in the ALMI. Use the
procedures in Chapter 2 of this manual to list multi-
units in the ALMI.

In the ALMI, if a GQ has moved within the same block,
move the GQ to the correct location in the block. List
the GQ units in the GAIL as usual (if applicable).

If the GQ has moved outside your assigned block, still
move the GQ to the correct location on the ALMI map.
If the block the GQ moved to is one of your Update
Block assignments, you will need to list the GQ units in
the GAIL. Case Management will create a GQ-A
assignment for you.



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Military GQs

Special Situations
February 2003

If the block the GQ moved to is not one of your Update
Block assignments, you will NOT need to list the GQ
units in the GAIL. Finish the Update Block assignment
and return to Case Management.

If a GQ-A assignment exists for the GQ that was
moved, you will need to launch the GAIL. The GAIL
will confirm your actions and exit to Case Notes. You
will then return to Case Management.

Since GQs in military blocks will be assigned through
an Update Block assignment, all regular housing units
and new construction in these blocks will be listed in
the ALMI.

Create the GQ in the ALMI and assign the appropriate
category and type code. See Module 3.2 for more
information. Case Management will create a GQ-A
assignment. After completing your Update Block
assignment, launch the GAIL and complete the
assignment. If you determine that the GQ is occupied
entirely by military personnel, you will not list any GQ
units. You will exit the GAIL and the GQ listing will be
complete.

If you determine that the GQ is not occupied entirely
by military personnel, list each non-military, non-
institutional GQ unit in the GAIL. If possible, obtain a
useable register. If you find any embedded or
freestanding housing units, list those units in the ALMI.

If you cannot determine whether the units are non-
military, list all GQ units in the GAIL.

When the GQ cannot be listed by rooms, beds, or
some other unit designation, the GAIL will take you to
the Register of Persons screen to obtain a count of
persons.
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Structure is of Multiple

GQ Types

Multiple GQ Assignments
With Different GQ Type
Codes are Really One GQ

Special Situations
February 2003

A multiple GQ type structure is a structure at a
location address with more than one existing GQ type.
An example would be a YMCA that consists of a
homeless shelter, a children’s shelter, and a shelter for
abused women.

If you discover a structure with multiple GQ types,
create a separate GQ for each GQ type. If the units
are in the same structure, the map spot should be a
multi-unit GQ map spot.

See Chapter 2.4 for more information on listing multi-
units.

If... Then...

One assigned GQ type Use that GQ type code
code is correct to list all the GQ units,
and delete the other
GQs. Select ‘4. GQ no
longer exists’ on the
NonIntGQ screen.

None of the GQ type Identify the correct type
codes are correct code and list all the GQ
units using that type
code. Delete the other
GQs by selecting ‘4. GQ
no longer exists’ on the
NonIntGQ screen.

Example 1: You have a GQ-A assignment for
two GQs with type codes 901 and 902 at the
same address, in the same block.

You discover that there is only one GQ at the address

and it is a type 902. Delete the GQ with type code 901
and keep the GQ with type code 902. Enter the GAIL

to list and/or confirm the changes.
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A GQ Contains Some
Regular Housing Units or
Some GQ Units
Converted to Housing
Units

A Structure Was
Identified as a GQ But Is
a Regular Housing Unit or
a GQ Completely
Converts to Regular
Housing Units

m Special Situations
February 2003

Example 2: You have a GQ-A assignment for
three GQs with type codes 801, 802, and 803
at the same address, in the same block.

You discover that there is only one GQ at the address
and the GQ type code should really be 701 at the
address. Select the GQ with the most correct
information and change the GQ type code to 701.
Delete the other GQs. Enter the GAIL to list and/or
confirm the changes.

Sometimes the previous FR may have incorrectly
listed an entire facility as a GQ, when it actually
contains regular housing units. Check to make sure
that the housing units are not in the ALMI Address List
or Ungeocoded List. If you cannot find the housing
units in the ALMI, add the housing units as a multi-unit
to the GQ.

At subsequent updates, a GQ could partially convert to
housing units. A partial conversion occurs when a few
previously listed GQ units convert to housing units.
After listing or verifying the GQ units, exit the GAIL
immediately and go to the ALMI to list the housing
units. Check to make sure the housing units are not in
the ALMI address list or ungecoded list. If you cannot
find the housing units, add the housing units as a
multi-unit to the GQ.

A complete conversion occurs when all of the
previously listed GQ units convert to one or more
housing units. If you discover that a GQ completely
converted to housing units while in the ALMI, edit the
GQ so it reflects the correct information for the housing
unit and change the unit type to residential. Add extra
housing units as necessary. Finish the Update Block
assignment and enter the GAIL. The GAIL will confirm
what you did in the ALMI by asking you if the GQ
converted to housing units (Figure 3.5-1).
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Special Situations
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Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer Mavigate Options Help
Main Black | Set Appointment-Call Back/Exit |

?[F1]

* This GO ¢enverted to housing units in the ALMI |s this correct?

Special Place Mame

G Name PAI CORP
GO Address 3105 CAROLINE DR
EAST PETERSEURG, PA 175201226

Control Murnber 420710116004007 0205500

I - Non-Institutional

Assignment Type - GQ in Area Frame

InitialUpdating Updating
1. Yes €2 No 3 Quit
Start Screen
G QChanyeFlag I_\

00000005 | GQChangeFlag  |B:07:24 P |2-21-2003 |420710116004007 0205500 PAI CORP

Figure 3.5-1 GQChangeFlag Screen

By answering ‘1. Yes’, the GAIL will automatically
change the GQ type code to ‘000—Previously Identified
as a GQ, now HUs’ and assign the appropriate
outcome code. If you discover that a GQ completely
converted to housing units while in the GAIL, assign
the GQ a type code of ‘000—Previously Identified as a
GQ, now HUs'.



Form 11-8 Volume Il 33> Demographic Area Address Listing (DAAL)

Multiple GQs of the Same
or Different Type in a
Block That Cannot Be
Reconciled With What is
on the Ground

Split Institutional and
Non-Institutional GQs

m Special Situations
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B Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer Navigate Options Help

Main Block | Set Appoiniment-Call Back/Exit |

7 [F1]
Thank you for your time.

* The G listing is complete.
This GG was coded as 000 - PREVIOUSLY IDENTIFIED AS A GG, NOW HUs.
ou will now exit o Case Notes.

In Case Management select tract 030200 block 1046 and list all housing units in the ALMI.

1. Exit
Institute Exit1
Housing Linits Exit I

00000019 HLUExit 2:25:01 PM |2-21-2003 ‘511690302001046 0012679 |ADDINGTON HALL RESIDEMCE

Figure 3.5-3 HUEXxit Screen

The GAIL will instruct you to list the unit(s) in the ALMI
(Figure 3.5-3). Select ‘1. Exit’ to exit the GAIL and
immediately go to the ALMI and list all housing units.

Reconcile your assignment with what is on the ground
by adding, deleting, or moving GQs in the ALMI.

For split institutional/non-institutional GQs, create two
or more GQs.

When the GQ doesn’t exist in the ALMI, create
the GQ by doing the following:

*
1 Click the _sa| button.

2 Click on the map where the GQ should be
placed.

3 Select ‘Group Quarters’ on the Unit Status tab.
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Merged GQs

Special Situations
February 2003

4 Click on the Group Quarters Info button, select
the appropriate category and type code, and
enter the GQ name.

5 Select the appropriate unit status code.

6 Enter special place name in the Building
Name/Mobile Home Park field on the Location
Address tab.

7 Enter the location address of the GQ on the
Location Address tab.

8 After completing the Update Block
assignment, exit the ALMI and choose the
GQ-A assignment in Case Management.
Launch the GAIL to list the individual GQ units.

If you discover this situation while listing in the GAIL,
complete the GQ-A assignment, exit the GAIL, and
launch the ALMI to add any additional GQ types. After
adding the GQs in the ALMI, go back to the GAIL to
list the added GQ(s). Be sure to enter a note in Case
Notes about finding multiple GQ types in the same
GQ.

A mergerhappens when two or more different GQs in

the same structure merge into one GQ. The new GQ

occupies the same space the separate GQs occupied.
The new GQ has one nhame and one type code.

Example: GQ S and GQ L were part of a multi-
unit GQ map spot.

During an Update Block assignment, you discover that
GQ S and GQ L are now one GQ-GQ S. All units still
occupy the same space. In the ALMI, delete GQ L
and assign ‘Merged’ as the unit status. Select GQ S
as the survivor. Update any information for GQ S.
Complete the Update Block assignment, select the
GQ-A assignment in Case Management and launch
the GAIL to list the GQ.
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Rooming/Boarding Rooming and boarding houses are classified as

Houses regular housing units for the Census 2000 Design.
During an Update Block assignment, if you locate a
rooming or boarding house and it is listed in the ALMI
as a GQ, edit the GQ so it reflects the correct
information for the housing unit and change the unit
type to ‘Residential’. Complete your Update Block
assignment, exit to Case Management, select the GQ-
A assignment and launch the GAIL. The GAIL will
remind you that a change was made to this GQ in the
ALMI (Figure 3.5-4).

B Current Survey Group Quarters (GQ) Listing Yer 3.5 [ ]

Forms Answer Navigate Options Help

Main Biock | Set Appointment Call Back/Esit |

7 [F1]
* You made changes to this G2 in the ALMI. Please verify those changes as you list the GQ in the GAIL.

Special Place Name

GG Mame o JAYS HOUSE OF PANCAKES FOR THE JUWENILE DELINQUENT HOCKEY PL
AYERS FROM GROX
GO Address 3105 CAROUNE DR
EAST PETERSBURG, PA 175201226
Control Mumber o 420710116004007 0029042
I : MorrInstitutional
Assignment Type 1 GO in Area Frame
Initial/Updating : Updating
1. Praceed © 2. Quit
Start Screen |

GachangeFlag

00000006 StartScreen |3:15:57 PH |2-21-2003 ‘420710116004007 0023042 |JAVS HOLISE OF PANCAKES FOR THE JUWENILE DELINQUENT HOCKEY PL

Figure 3.5-4 GQchangeFlag Screen

Choosing ‘1. Proceed’ will confirm the changes made
in the ALMI. Exit the GAIL and the case is complete.

m Special Situations
February 2003 8
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Workers’ Housing

Hotels, Motels, Inns,
Resorts, and Bed and
Breakfasts (B&Bs)

Special Situations
February 2003

Workers’ housing should be classified as a GQ if the
occupants use common facilities, that is, they reside in
a dormitory setting. Classify the GQ as type code 901
if the dormitory is for agricultural workers on farms,
such as migratory farm workers camps, bunkhouses
for ranch hands, and other dormitories on farms
including those on “tree farms.” Classify the GQ as
type code 902 if the dormitory is for other than
agricultural workers, such as logging camps,
construction workers’ camps, firehouse dormitories,
job-training camps, energy enclaves (Alaska only),
Alaskan pipeline camps, or non-farm migratory
workers’ camps (such as workers who lay oil and gas
pipelines).

Census 2000 sometimes classified these places as
GQs. For example, a hotel or motel was classified as
GQ type code 701 if it was used as a shelter for the
homeless. This situation typically occurs when a
locality’s homeless shelters are filled to capacity and
the government has contracted with motels and hotels
to house the overflow.

Hotels, Motels, Resorts, and B&Bs found while
conducting an Update Block assignment should be
classified as housing units if you determine that the
units of these facilities are used as permanent
housing. If you find that the rooms are contracted out
by the government for the homeless, then the facility is
a GQ. List the GQ in the ALMI, assigning the
appropriate unit status, category and type code, GQ
name and special place name. Complete the Update
Block assignment, exit to Case Management, select
the GQ-A assignment, and launch the GAIL.

If the establishment is clearly a commercial facility
such as a Holiday Inn or Ramada Inn for example, it
should be classified as non-residential.
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Shelters for Abused
Women

Students at Military
Academies

Temporary Housing for
the Homeless

m Special Situations
February 2003

Shelters for abused women, GQ type code 703, are
considered sensitive in nature. Although Headquarters
will never knowingly assign this GQ, you may
encounter one while doing your Update Block
assignment.

While doing your Update Block assignment, if you
discover the GQ is an abused women’s shelter, create
a mapspot for the GQ if one does not exist, and/or
update the GQ category and type code to ‘703"
Complete the Update Block assignment, exit to Case
Management, select the GQ-A assignment and launch
the GAIL. Do not contact the GQ. Once you have
entered the GAIL, press <F10> to select the
ApptSelect screen. On that screen, select ‘4. Non-
Interview’. On the NonIntGQA screen, select ‘8.
Abused Women Shelter’. The GAIL will automatically
take you to the Thank screen to exit to Case
Management. The case will have an outcome code of
‘842—0ut-Of-Scope’ and a GQ type code of 703. (See
Appendix A for a full list of outcome codes.)

A facility for students at a military academy located on
a military installation should be considered military
barracks and assigned a GQ type code 601.

A facility for students at a military academy not located
on a military installation should be considered college
housing and assigned a GQ type code 501.

Housing units that would otherwise be considered
regular housing units, but that are temporarily used to
house the homeless should be considered a GQ type
code 701. For example, a church uses a small duplex
to house refugee families until they can find permanent
housing, or the Red Cross uses a facility to house
people whose homes have burned down.

10
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Special Situations -
GQ Segment
Assignments

Embedded and
Freestanding Housing
Units

Moved GQs

Military GQs
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The following topics describe special situations that
may occur while listing GQ segment assignments in
the GAIL.

An embedded housing unit is a housing unit that is
contained within the GQ (a guards quarters, dorm
mother’s room, etc.). A freestanding housing unit is a
housing unit that is associated with the GQ, but is not
within the GQ structure itself (the director’s house,
guard’s quarters, etc.). If a usable register contains
embedded or freestanding housing units, a complete
listing must be conducted for the GQ. See Module 3.4
for instructions on when to list housing units.

If a GQ has moved from its location address and you
are not able to find it anywhere in the block, you will
need to specify this in the GAIL. At any time in the
instrument you can press <F10> to go to the
AppSelect screen. There, select ‘4. Non-Interview’.
On the NonIntGQ screen select ‘2. Unable to locate’.
The GQ case is complete. Exit the GAIL and make
any notes in Case Notes before going to Case
Management.

Since the GQs in military blocks will be assigned
through Update Block assignments, you will rarely
encounter military GQs. If you do discover that a GQ
is military, assign the appropriate type code.

If... Then...

The GQ is occupied
entirely by military
personnel

Do not list any units for
the GQ.

The GQ is not occupied
entirely by military
personnel

List each non-military/
non-institutional unit in
the GAIL. If possible,
obtain a useable
register.

11
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If... Then...

You cannot determine List the entire GQ.
the non-military/non-
institutional units

When the GQ cannot be listed by rooms, beds, or
some other designation, the GAIL will take you to the
Register of Persons screen to obtain a count of

persons.
Structure is of Multiple A multiple GQ type structure is a structure at a basic
GQ Types address with more than one existing GQ type. An

example would be a YMCA that consists of a
homeless shelter, a children’s shelter, and a shelter for
abused women.

The GAIL cannot create additional GQ segment
assignments.

When you discover a structure with multiple
GQ types, but you only have one GQ segment
assignment for that structure, do the
following:

1 Choose the GQ in the structure that best fits
the current assignment.

2 Update the GQ in the GAIL.

3 After completing the case, return to Case
Management. Make sure none of your other
GQ segment assignments are in the structure.
If other GQ assignments are located in the
structure, complete those assignments. If no
other assignments are located in the structure,
go to your next case.

m Special Situations
February 2003 12
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Multiple GQ Assignments
With Different GQ Type
Codes are Really One GQ

A GQ Contains Some
Regular Housing Units or
Some GQ Units
Converted to Housing
Units

m Special Situations
February 2003

If... Then...

One assigned GQ type
code is correct

Use that GQ type code
to list all the GQ units,
and delete the other
GQs. Select ‘4. GQ no
longer exists’ on the
NonIntGQ screen.

None of the GQ type
codes are correct

Identify the correct type
code and list all the GQ
units using that type
code. Delete the other
GQs by selecting ‘4. GQ
no longer exists’ on the
NonIntGQ screen.

Example 1: You have a GQ assignment for two
GQs with type codes 901 and 902 at the same
address, in the same block.

You discover that there is only one GQ at the address

and it is a type 902. Delete the GQ with type code 901
and keep the GQ with type code 902. Enter the GAIL

to list and/or confirm the changes.

Example 2: You have a GQ assignment for
three GQs with type codes 801, 802, and 803
at the same address, in the same block.

You discover that there is only one GQ at the address
and the GQ type code should really be 701 at the
address. Select the GQ with the most correct
information and change the GQ type code to 701.
Delete the other GQs. Enter the GAIL to list and/or
confirm the changes.

At subsequent updates, a GQ could partially convert to
housing units. A partial conversion occurs when a few
previously listed GQ units convert to housing units.
See Module 3.4 for instructions on how to list the
housing units.

13
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A Structure Was
Identified as a GQ But Is

a Regular Housing Unit or

a GQ Completely
Converts to Regular
Housing Units

Split Institutional and
Non-Institutional GQs

Merged GQs
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Sometimes the previous FR may have incorrectly
listed an entire facility as a GQ, when it actually
contains regular housing units. A complete conversion
occurs when all of the previously listed GQ units
convert to housing units. See Module 3.4 for
instructions on how to list the housing units.

The GAIL cannot create new GQ assignments. [f you
encounter this situation, list the non-institutional GQ
only. Assign the proper type code and complete the

listing.

In the GAIL, a GQ can only be of one GQ type.
Merged GQs will be listed as one GQ. Merged GQs
will be listed as long as the resulting merged GQ is
non-military, non-institutional, and of an eligible GQ

type.

If...

Then...

The resulting GQ is of
the same GQ type as
one of the GQs prior to
the merger

List the merged GQ
under that type. Since
the other GQ no longer
exist, select ‘4. GQ no
longer exists’ on the
NonIntGQ screen in the
GAIL.

The resulting GQ is not

of the same GQ type as
one of the GQs prior to

the merger

Delete one of the GQs
by selecting ‘4. GQ no
longer exists’. List the
resulting GQ under the
other assignment/case
and change the GQ type
code.

14
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Seasonally Closed GQs If an assigned GQ is closed for the season at the time
of the listing, you can either select ‘3. Quit’ from the
StartScreen, press <F10>, or click on the Set
Appointment/Exit tab to get to the ApptSelect screen in
the GAIL. Select ‘3. Seasonal’.

To list seasonally closed GQs, do the following:

1 Contact a knowledgeable person from the GQ
to provide the following information:

[ The date the GQ is scheduled to re-

open.
u The month(s) the GQ stays open.
u An estimate of the total number of units,
if possible.

2 [f you are unable to contact a knowledgeable
person from the GQ, then try to obtain the
information from a knowledgeable person in the
area (Figure 3.5-5).

B Current Survey Group Quarters (GQ) Listing Ver 3.5
Forms Answer Navigate Options Help

Main Block ~ Set Appointment-Call Back/E it
7 [F1]

What is the estimated number of units at the GQ?

* Try to get the estimated number of units from a contact person,
someane living in the area, ar by observation

Seazonal |l Screen

Seazonal Motes

L]

Seazon Exit

00000032 Seasonal 3:21:26 PM |2-21-ZDDB |42053420127330001 ‘]A\‘S HOUSE OF PANCAKES FOR THE JUWENILE DELINQUENTS

Figure 3.5-5 Seasonal

Some GQs may be closed for several months during
their ‘off’ seasons.

m Special Situations
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Rooming/Boarding
Houses

Workers’ Housing

Hotels, Motels, Inns,
Resorts, and Bed and
Breakfasts (B&Bs)
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Rooming and boarding houses are classified as
regular housing units for the Census 2000. See
Module 3.4 for instructions on listing these GQs.

Workers’ housing should be classified as a GQ if the
occupants use common facilities, that is they reside in
a dormitory setting. Classify the GQ as type code 901
if the dormitory is for agricultural workers on farms,
such as migratory farm workers camps, bunkhouses
for ranch hands, and other dormitories on farms
including those on “tree farms.” Classify the GQ as
type code 902 if the dormitory is for other than
agricultural workers, such as logging camps,
construction workers’ camps, firehouse dormitories,
job-training camps, energy enclaves (Alaska only),
Alaskan pipeline camps, or non-farm migratory
workers’ camps (such as workers who lay oil and gas
pipelines).

Census 2000 sometimes classified these places as
GQs. For example, a hotel or motel was classified as
GQ type code 701 if it was used as a shelter for the
homeless. This situation typically occurs when a
locality’s homeless shelters are filled to capacity and
the government has contracted with motels and hotels
to house the overflow.

Hotels, Motels, Resorts, and B&Bs found should be
classified as housing units unless the rooms are
contracted out by the government for the homeless. If
it is determined that the establishment is a GQ, the
units should be listed in the GAIL. See Module 3.4 for
instructions on listing the GQ.

If the establishment is clearly a commercial facility

such as a Holiday Inn, or Ramada Inn, and so forth, it
should be classified as non-residential.

16
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Shelters for Abused
Women

m Special Situations
February 2003

Shelters for abused women are classified as GQ type
code 703 and are considered sensitive in nature.
Although Headquarters will never knowingly assign
this GQ, you may encounter one while listing. If you
do, immediately press <F10> to go to the ApptSelect
screen. Select ‘4. Non-Interview’. Choose ‘Abused
Women Shelter’. Exit the GAIL.

Current Survey Group Quarters {GQ) Listing Yer 3.5

Forms Answer Navigats Options Help

Main Block St Appointment-Call Back /E wit

* Select the reason for the noninterview.

1. Unable to complete €5 Commercial unit (store)
" 2. Unable to locate 6. Abused Women Shelter
3. Refusal © 7. Other

4. GQ no longer exists

o Interview Il
Thank you [

out of scope

00000032 MonIntGo |3:22:34 PM | 2-21-2003 | 42053420127330001 | JAYS HOUSE OF PANCAKES FOR THE JUWENILE DELINQUENTS

Figure 3.5-6 NonIntGQ

If you do not discover the GQ is an abused women’s
shelter until you change the type code, select GQ type
code 703 from the GQ type code list in the GAIL. A
screen will appear informing you that this GQ is Out-
Of-Scope (Figure 3.5-7). All communication should
cease immediately. The instrument will assign the
proper non-interview code and will return you to Case
Notes to exit the case.

17
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Students at Military
Academies

Temporary Housing for
the Homeless
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[B Current Survey Group Quarters (GQ) Listing Yer 3.5
Forms Answer MNavigate Options  Help

Main Block | St Appainiment Call Back/Esit |

Thank you for your time.

* The GQ listing is complete. You will now exit to Case Motes
703 - SHELTERS FOR ABUSED WOMEN

1. Exit

Mo Interiew

Thank you

Out of scope |_\

00000051 OukOFScope ‘1:41 122 PM ‘2-21-2003 |45043450010230001 ‘MANOR HOLISE OF GEORGETOWMN

Figure 3.5-7 OutOfScope

A facility for students at a military academy located on
a military installation should be considered military
barracks and assigned a GQ type code 601.

A facility for students at a military academy not located
on a military installation should be considered college
housing and assigned a GQ type code 501.

Housing units that would otherwise be considered
regular housing units, but are temporarily used to
house the homeless, should be considered a GQ type
701. For example, a church uses a small duplex to
house refugee families until they can find permanent
housing.

18
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m Overview: The Locate Address (LA) Method

Topics In This Section

What is the Locate Address (LA) Method? . ........................ 1
Materials Needed for Locate Address Assignments . ................. 3

What is the Locate The Locate Address (LA) Method is used when we
Address (LA) have obtained addresses from other operations and
Method? the addresses need to be field verified.

The Locate Address (LA) assignment is a field
operation that requires you to:

Ll
Ll

Locate and identify individual addresses.

Ensure that housing units are map spotted in
the correct location and have accurate
information.

Map Spot the address if it is not map spotted or
move the map spot if it is not in the correct
location.

Determine if the address is a valid living
quarters. We define living quarters as any
place where people live or stay or could live or
stay. A valid living quarters can be a housing
unit or a group quarters.

Determine if the address is a separate living
quarters.

Determine if the address information in the
Address Wizard is correct. If not, make all
necessary corrections.

Delete the address if it no longer exists, is a
duplicate, or has merged with another unit.

Make all necessary feature additions, deletions,
or corrections.
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Housing Unit (HU) - A housing unit is any house,
apartment, room, group of rooms, mobile home or
trailer, or other location, that is occupied as a separate
living quarters, or if vacant, intended for occupancy as
a separate living quarters. A HU can exist within, over,
or under a non-residential/commercial structure. For
example, an apartment over a variety store. HUs
must:

E Be separate, meaning the occupants live
separately from other occupants in the living
quarters, and

1 Have direct access, meaning that the entrance
to the living quarters must be directly from the
outside of the structure or through a common
hall.

Group Quarters (GQ) - group quarters are a type
of living quarters where the occupants usually share
the living arrangements. Examples of Group Quarters
are:

a college or university dormitory,
a prison ward,

a convent or monastery,

a halfway house,

a nursing home, or

a shelter.

GQs must be within or associated with special places,
which are places containing one or more GQs. When
listing or updating a GQ, you will need to determine the
special place. Examples of special places are:

B universities, where a dorm may be a GQ,

m correctional institutions, where a prison ward may
be a GQ, and

®m churches (where an associated shelter may be a
GQ).

Overview: The Locate Address (LA) Method

February 2003
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Materials Needed
for Locate Address

Assignments

Non-Residential Unit - A non-residential unit is a
type of structure that is not meant to be used as living
quarters and people do not live there. Examples of
non-residential units are:

a store,
a church,
a post office, or

|
|
|
B 3 police station.

For the Locate Address method, you are to locate the
assigned address and make necessary changes to that
assigned address only and its associated map spot; do not
update any other addresses, except when linking
addresses as duplicates or merged units.

To help you locate your assigned addresses, you will
use the following maps in the ALMI. Many Locate
Address assignments will not be geocoded, so you
may need to do some research to determine which
map to open.

Overview Map - The overview map (Figure 4.1-1)
can be a county overview map or an overview map for
a selected geographic area—a specific American
Indian/Alaskan Native Area/Hawaiian Homeland
(AIANAHH), Minor Civil Division (MCD), Place, Tract,
or ZIP Code.

Overview: The Locate Address (LA) Method

February 2003
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24 Listing'Update Block for Non-NHIS [0111.00-4021] - ALMI - [Overview Map]
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Figure 4.1-1 ALMI County Overview Map

County level overview maps only show main roads and
names in the county. Tract level overview maps show
block boundaries, not streets within the block.
Overview maps are designed to help easily locate the
block and plan a route of travel.

Overview maps contain only map features and feature
names and are not editable.
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ZIP Code Map - The ZIP Code map (Figure 4.1-2)
displays the ZIP Code where the address is generally
located. In situations where the county overview maps
are not helpful in locating an address, you should view
the block map or ZIP Code map to help locate the
assigned address.
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Figure 4.1-2 ALMI ZIP Map

ALMI functionality is described in detail in the ALM/ User's
Guide.
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MCD Map - The MCD map (Figure 4.1-3) displays the
MCD in which the address is located.
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Figure 4.1-3 ALMI MCD Map

Place Map - The Place map (Figure 4.1-4) displays
the place in which the address is located.
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Figure 4.1-4 ALMI Place Map

Overview: The Locate Address (LA) Method

February 2003



Chapter 4 >>>> | ocate Address (LA) Assignments

Block Map - The block map (Figure 4.1-5) displays
the selected block and the location of all known streets
and map spotted living quarters within the block. Use
this map for updating.
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Figure 4.1-5 ALMI Block Map

You can zoom in on any of the above maps to enlarge
the road and block features, block numbers, and map
spots for legibility. You can also zoom out to increase
the area displayed on the screen. Many of the map
features can be turned on and off to reduce the clutter
on the map.
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m Locate Address (LA) Procedures
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Identifying Types There are several types of addresses you will receive
of Addresses as Locate Address assignments. Each type of

address is described below.

Basic Street Address The basic street address (BSA) contains a house
number, a street name, a post office/city name, a
state, and a ZIP Code.

For example:

44 Main Street
Anytown, VA 22015

This address may contain a specific unit designation if
there are multiple living quarters.

For example:
55 Main Street
Apt. 2
Anytown, VA 22015

These address types should be relatively easy to
locate because of the specific information provided.
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Rural Route and Box
Number Addresses

This type of mailing address is found in many rural
areas. Roadside mail boxes are marked with a route
number and a box number for mail delivery to
individual housing units. The Boxes are generally
numbered in sequence along a given route. This
means that Box Number 13 should be between boxes
12 and 14. This is a general rule of thumb; it is not
always the case.

For example, Robert Smith’s house on Rural Route #2
with a Box Number of 13 would have the following
address:

Robert Smith
RR2, Box 13
Anytown, VA 22015

The Rural Route and Box Number format also includes
Highway Contract Route and Box Number. The block
level geocode assigned to Rural Route and Box
Number addresses are often the result of an educated
guess; consider them potential geocodes. You should
be prepared to search for these addresses in adjacent
blocks if you are unable to locate them in the potential
block.

This delivery address format represents the mail delivery
point only; it may not tell you about the location of the
house.

Locate Address (LA) Procedures
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Street Name/Physical
Location Description

This is not an address, but rather a description of
where a house is located in terms of the street name
and other geographic identifiers. This format varies
widely by area. For example:

] Mountain Rd. / Lot 45
= Penny Lane, Hillcrest Subdivision Parcel 15

u Brandy Road, Victorian house with picket fence
gazebo in back

Such information is meaningful to the local
governmental unit as they generally include some
geographic identifier that the local government uses,
such as tax parcels, subdivision names, or lot
numbers.

Remember that information included in the ALMI is Title 13
data. A block in the ALMI map may ONLY be shown to a
non-Census Bureau employee if the Address List View and
Review Bar are not visible and the map spots are turned off.
You must not reveal census information, including all
addresses and map spots in the ALMI to anyone who is not
a sworn Census Bureau employee. Unauthorized
disclosure of confidential information by a sworn Census
Bureau employee is punishable by a fine of up to $250,000,
imprisonment of up to five years, or both.

Locate Address (LA) Procedures
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Post Office Box (PO Box)

Addresses

General Delivery
Addresses

This type of mailing address is used by people who
pick up their mail at a post office instead of having it
delivered to their house. Some areas of the country do
not have mail delivery service, so a PO Box is used to
receive mail. The PO Box address format consists of
the person’s name, the post office box number, and
the name and ZIP Code for the post office.

A PO Box address represents the delivery point for the mail;
it tells you nothing about where a house is actually located.

For example:

Robert Smith
PO Box 567
Boles Acres, NM 88311

This type of address will only be part of your
assignment if there is also sufficient additional
information to assist you in locating the housing unit,
such as a physical description.

This type of mailing address directs mail to a post
office where it is held for pick-up by a person. No PO
Box is involved.

For example:
John Doe

General Delivery
Alamogordo, NM 88310

The general delivery address represents the delivery point
for the mail; it tells you nothing about where a house is
actually located.

This type of address will only be part of your
assignment if there is sufficient additional information
to assist you in locating the housing unit.

Locate Address (LA) Procedures
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Geocoded and

Ungeocoded
Addresses

Locating Geocoded

Addresses

Some of the addresses that you receive in your
assignments will have geocodes. A geocode
identifies the tract and block. You should be prepared
to search for these addresses in adjacent blocks if you
are unable to find them in the indicated block. If you
cannot locate the address after searching in adjacent
blocks, you may need to work with the Regional Office
(RO) or a local source, such as local government, fire
department, and so forth to expand your search.

You will also receive some ungeocoded addresses as
assignments. Ungeocoded addresses do not have
census tract and block numbers. If the address is
ungeocoded, it may be a little more difficult for you to
find. Ungeocoded addresses are often the result of
housing units being located along new streets.
Therefore, it is important for you to add any missing
street features as accurately as possible, or to provide
names for any unnamed streets as part of your Locate
Address assignment.

If the assignment is ungeocoded, the ALMI will open to the
ZIP Code, tract, local city or town, place, or MCD map
where the ungeocoded units may be located. If no
geographic area is associated with the address, other than
state and county, then the ALMI will open the entire county
map with the lowest numbered tract/block as the active
block. If the map that is automatically opened does not
contain the area where the address is located, close the
map and open a map with the desired geography.

To complete a Locate Address assignment for a
geocoded address, follow the procedures outlined in
the following steps.

Locate Address (LA) Procedures
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Step 1: Locate the
Address in the Field

To find the address, travel to the census tract and
block identified in the ALMI and Case Management
and look for the specific address.

If you have trouble locating the housing unit in the
block to which it is geocoded, then look in the adjacent
block. If you still cannot find it, then use the Address
Search or Feature Search functions to search for
similar addresses and features.

If the search points you to a map area that is
not open, do the following:

1 Select File from the main menu bar, then select
Close Map to close the opened map.

2  Select File from the main menu bar, then select
Open Map to open a new map.

3  Select the desired geographic area you wish to
see on the map.

Address Search - If the Address Search produces
results, highlight an address that is similar to the
Locate Address assignment. Click on the appropriate
button (Map Spot or Address List) in the GO TO box.
This will allow you to see the map/address list with the
selected address.

For example, you chose to search on Dalmatian Drive.
You are looking for 125 Dalmatian Drive. This address
was not found in the list of results, but you do see 123
Dalmatian Drive. Click on the address for 123
Dalmatian Drive and then click the Go To
Map/Address List button to take you to that location,
which may be near the address you are attempting to
find.

Locate Address (LA) Procedures
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Step 2: Check for

Duplicate Listings

Feature Search - If you use the Feature Search
function in the ALMI, your search produces results of
features in the county containing the name you
entered. Highlight the one you think may be similar to
the unit you are trying to locate. Click the Map Feature
button in the GO TO box and the feature will be
highlighted on the map. This will zoom the map image
to the area where the selected feature is located.

For example, you are searching for a street named
Raleigh Drive. You enter "Raleigh%" in the search
box. You do not see a street named Raleigh Drive in
the list of search results, however you do see Raleigh
Road in the list of search results. Click on this street
and then click the GO TO Map Feature button to zoom
to the selected feature. This may help you locate the
street you are looking for.

Both the Feature Search and Address Search look for the
specified feature or address information in the entire county.
(This functionality is described in detail in the ALMI User’s
Guide.) If the feature or address you choose is not in your
opened map, close the opened map and open a map
containing the feature/address you need following the steps
on page 6, /fthe search points you to a map area that is not
open.

Check the addresses listed in the ALMI to make sure
the assigned address is not shown using a different or
same address format. Some addresses were added
to the Master Address File (MAF) during Census 2000
field operations using a street name and location
description instead of a house nhumber and street
name because a house number may not have existed
when the field staff was there. Therefore, new house
number/street name type addresses may duplicate
descriptions that already exist in the block. Some
examples of checking for duplicates follow.

Locate Address (LA) Procedures
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Step 2, continued

Example 1: Check the ALMI to see if any of the
addresses in the block are the same as the
assigned address.

The assigned address is 10 Eagle Court. You check
the ALMI to see what other addresses are present on
Eagle Court. The ALMI shows only two other
addresses: 4 Eagle Court and 6 Eagle Court. You see
that none of the addresses in the block are the same
as your assigned address and none of the descriptions
match either. Proceed to Step 4. Review Map Spot
Location.

Example 2: Check the ALMI to see if the
assigned address matches the description of
an address already present.

The address is 24 Firefighter Street. Check the ALMI
to see what other addresses are present on Firefighter
Street. The ALMI shows three addresses, 20
Firefighter Street, 22 Firefighter Street, and the third
housing unit has no address, but it does have a
physical location description, "Firefighter Street, new
two story house, white siding, garage on right side."
As you look at the house at 24 Firefighter Street, you
realize that it is a two story white house with a garage
on the right side. You also determine that there are
only three houses on Firefighter Street. You conclude
that 24 Firefighter Street is the same housing unit as
the one listed with the above description. Proceed to
Step 3: Handling Duplicate Units.

Locate Address (LA) Procedures
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Step 2, continued

Example 3: Check the ALMI to see if the
assigned address matches the description of
an address already present.

The assigned address is Rural Route 4, Box 12.
Check the ALMI to see what other addresses are
present on Rural Route 4. The ALMI shows four other
addresses on Rural Route 4: Boxes 8, 10, 16, and 18.
None of the addresses is the same as the assigned
address and you realize there is a house between Box
10 and Box 16. After determining that the assigned
address is not present in another format. Proceed to
Step 4: Review Map Spot Location.

Example 4: Check the ALMI to see if the
assigned address matches descriptions of
addresses already present.

The assigned address is 47 Raleigh Road. Check the
ALMI to see what other addresses are present along
Raleigh Road. The ALMI shows three other
addresses on Raleigh Road: 49 Raleigh Road, "white
brick hse w/4 car garage on right", and "large white
hse w/large gar on right." You also realize that there
are only 2 houses along Raleigh Road: 47 Raleigh
Road and 49 Raleigh Road. You conclude that the
two address records with descriptions duplicate the
assigned address of 47 Raleigh Road. Proceed to
Step 3: Handling Duplicate Units.

If... Then...
You find a duplicate Go to Step 3.
You do not find a Go to Step 4.
duplicate

Remember to check the address lists and the ungeocoded
list to determine if the assigned address is represented
elsewhere using the same or different address format.
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Step 3: Handling The procedures identified below allow you to link
Duplicate Units records that describe the same unit.
If... Then...

Both units are map
spotted

1. Keep the unit with the
most accurate and
complete address
information and move
the map spot you are
keeping to the correct
location if necessary.

2. Delete the address or
map spot that is least
complete and select
‘Duplicate’ as the unit
status for the deleted
unit.

If the unit you want to
delete is not in the same
block or adjacent block as
its duplicate, you must first
spot it or move it to the
same block.

3. Click the Find button
and search for the
address of the unit
you are keeping.

4. Click ‘OK’ on the
Delete Address pop
up window.

5. Refer to Step 7:
Update Address
Wizard Information for
instructions on
modifying information
in the Address Wizard
for the unit you are
keeping.

m Locate Address (LA) Procedures
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Step 3, continued If...

Then...

One address is map
spotted and the other
unit is not map spotted

1. Move the map spot to

the correct location if
necessary.

. Select the unit that is

not map spotted and
delete it. Select
‘Duplicate’ as the unit
status for the deleted
unit.

If the unit you want to
delete is not in the same
block or adjacent block as
its duplicate, you must first
spot it or move it to the
same block.

3. Click the Find button

and search for the
address of the map
spotted unit.

. Click ‘OK’ on the

Delete Address pop
up window.

. Refer to Step 7:

Update Address
Wizard Information for
instructions on
modifying information
in the Address Wizard
for the unit you are
keeping.

m Locate Address (LA) Procedures
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Step 3, continued

If...

Then...

Neither address is map
spotted

1. Select the address
that is least complete
and click on the
Delete button.

If both units are not in the
same block or adjacent
blocks, you must first move
the unit you want to delete
to the block of the unit you
want to keep.

2. Select ‘Duplicate’ as
the unit status for the
deleted unit.

3. Click the Find button
and search for the
address of the unit
you are keeping.

4. Click ‘OK’ on the
delete address pop

up.

5. Spot the address that
you are keeping onto
the map in the proper
location.

6. Refer to Step 7:
Update Address
Wizard Information for
instructions on
modifying the
information in the
Address Wizard for
the unit you are
keeping.
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Step 3, continued If...

Then...

Multiple addresses
duplicate the assigned
address

1. Determine which unit
you are keeping. (It
should be the one
with the most
accurate and
complete address
information.)

2. Select one of the
duplicate addresses
and click the Delete
button.

If both units are not in the
same block or in an
adjacent block, you first
move the unit you want to
delete to the block of the
unit you want to keep.

3. Click the Find button
and search for the
address of the unit
you are keeping.

4. Repeat the same
action for any
additional units you
want to delete as
duplicates. See
Appendix C for a
detailed example of
linking multiple
addresses as
duplicates.

You must “keep” the same
unit as the survivor for all
of the units you delete.

5. Go to Step 5:
Determine If the
Information in the
Review Bar is Correct.

m Locate Address (LA) Procedures
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Step 4: Review Map Spot
Location

When dealing with duplicate and merged units, you may
need to copy information from the deleted unit to the
surviving unit to reflect correct, complete address
information. (1) You should keep the unit with an existing
map spot, if applicable. (2) If both units do or do not have
map spots, keep the unit with the most complete
information. (3) If one of the units is ungeocoded, keep the

geocoded unit.

If...

Then...

You locate the address
in the same block as it
appears in the ALMI and
it is already map spotted

Determine if it is in the
correct location. If the
unit is not in the correct
location, move the map
spot to the correct
location and proceed to
Step 5 to review address
information.

You locate the address
in the same block as it
appears in the ALMI and
it is not already map
spotted

it
Using the =&l button,
spot the unit in the
correct location and
proceed to Step 5 to
review address

information.

=

You locate the address

in a different block than it
appears in the ALMI and
it is already map spotted

1. Select the map spot in
the map view.
S
2. Click the ™==] button.
3. Click on the map
where the unit
belongs.

4. Proceed to Step 5 to

review address
information.
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Step 4, continued

If...

Then...

You locate the address
in a different block than it
appears in the ALMI and
it is not already map
spotted

1. Select the address
record.

2. Zoom in on the map
where you want to
spot the unit.

|
3. Using the &l button,
spot the unit in the
correct location.

4. Proceed to Step 5 to
review address
information.

You cannot locate the
unit and can confirm that
it no longer exists

Delete the unit and
select ‘Non-Existent’ as
the unit status.

You cannot locate the
unit and cannot confirm
that it no longer exists

Delete the unit and
select ‘Unable to Locate’
as the unit status.

You cannot locate the
unit on the ground and
can confirm that it has
been demolished

Delete the unit and
select ‘Demolished’ as
the unit status.

You locate the address
in the ALMI, but the map
spot is located in a
different block than the
address record

Refer to Appendix C for
information on special
situations.
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Step 5: Determine if the
Information in the Review
Bar is Correct for the Unit

Map View
Highlighted Map

The Review Bar (seen in Figure 4.2-1) contains
address information about the highlighted address.
When a map spot or address is selected, the review

bar will display:

® The Householder Name and Phone Number,
B | ocation Address,

®m Physical Description,

® Building Name/Mobile Home Park Name

® Mailing Address,

®m Unit Type and Status, and

® Year Built/Trailer Information.

M Van it Sov Zin P bendwm Dmhe RpAdons CowanAdon @3 @uCin Wnee e
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Address Review
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Figure 4.2-1 Address Review Bar

If... Then...

The information in the Go to Step 6.
Review Bar is correct

The information in the Go to Step 7.
Review Bar is not correct
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Step 6: Determine if the
Unit Has an Activity Code

Step 7: Update the

Address Wizard
Information

Location Address Tab

If... Then...

The unit has an activity You are finished with this
code assignment.

The unit does not have Click the ‘Verify’ radio
an activity code button.

The ALMI will not allow you to verify a unit unless all of the
required address information is entered. If you receive an
error message when you try to verify a unit, open the
Address Wizard to enter the necessary information.

For existing units, you must highlight the map spot or
address record and click the ‘Edit’ button to open the
Address Wizard. The Address Wizard opens to the
Location Address tab for existing units. Select each
tab in the Address Wizard and enter all address
information.

Make sure all information on this tab is accurate and
complete.

One of the following must be entered in the location
address tab or an error message will display and your
changes to the unit will not be saved.

® A house number, street name, and ZIP code,

m A street name and physical description, or

®m A street name, building/mobile home park name,
and unit designation

If you do not know the street name, you must type
‘(Unnamed)’ in the street name field. Leave the street
type suffix blank. See Figure 2.4-3 for a closer look of
how to enter the street name.

Locate Address (LA) Procedures
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Mailing Address Tab

Houzeholder:
Location Addr.:
Phyzical Desc.:
Bldg/Park:
tlﬂlr?ilthggtla?j:[.: Street Information
‘Year Built / Trailer:
Erors:

| -

B g 3

[Unnarmed]
Rock Run
South Branch Tionesta Creek

Figure 4.2-2 Street Information Screen

Attempt to obtain the mailing address of housing units
(you do not need to obtain the mailing address of GQs
and non-residential units) by observation and by using
your knowledge of the delivery scheme in the area.
For example, if you know that most of the occupants in
the area receive mail at their residence and you
observe a mailbox in front of a unit, you may assume
that the unit’s mailing address is the same as its
location address. If you can determine that the mailing
address is the same as the location address, select
the ‘Same as Location Address’ box. If you are unable
to obtain a mailing address by observation, or you are
unsure of the delivery scheme:

®m Contact the occupants to obtain the mailing address
and householder information.

m Locate Address (LA) Procedures
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B If no one is home, try to get the information from a
neighbor or other knowledgeable person.

If you could not contact anyone to verify the mailing address
and you are not sure the mailing address information is
correct, make one callback to obtain this information if you
plan to return the area. If after one callback you are unable
to obtain the information, leave the mailing address field

blank.
Householder Tab Obtain the householder's name and telephone
number.
Unit Status Tab Determine the unit type and status of the unit.
If... Then...
The address is non- 1. Select the ‘Non-
residential and no one residential’ radio
lives there button. A pop-up

window with the list of
valid non-residential
unit types will display.

2. Choose the type of
non-residential
structure.

3. Select the appropriate
unit status code.

The unit is a housing unit | 1. Select the
‘Residential’ radio
button.

2. Select the appropriate
unit status code.

m Locate Address (LA) Procedures
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If... Then...
The address is both 1. Select the unit type of
residential and non- ‘Residential’ on the
residential, that is, the Unit Status tab in the
address has a business Address Wizard.

located there and it also
contains living quarters 2. Make sure to note in
the Physical
Description field on
the Location Address
tab that the address
has a mixed use so
that others can locate
the living quarters.
For example,
"apartment over Jim’s
Variety Store."

The unitis a GQ (See 1. Select the ‘Group
Chapter 3 for more Quarters’ radio button.
information on GQs)
2. Click the Group
Quarters Information
button and a pop-up
window will display.

3. Select the category
and type that best
describes the GQ and
enter the name of the
GQ.

4. Select the appropriate
unit status code.

m Locate Address (LA) Procedures
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If...

Then...

5. Enter the special
place name in the
Building Name/Mobile
Home Park Name
field on the Location
Address tab.

Do not enter the group
quarters. Make your best
estimate by observation of
what type code best
describes the GQ.

The unit is residential,
but it cannot be used for
living quarters

Locate Address (LA) Procedures
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Unit Status Codes: | Remarks |

01

Valid Address

Use for any valid unit
that does not fall under
any other unit status.

This status may be used

for non-residential units
which aren’t living
quarters.

02

Demolished

Use to designate a
location where a valid
address once existed,
but the unit has been
destroyed.

03

Open to the
Elements

Use when the structure
is in a state of
deterioration. See
Appendix C for more
information.

04

Non-existent

Use when you are
unable to locate a
structure and you are
able to confirm with a
knowledgeable person
that the unit never
existed.

05

Provisional (not
available for
selection)

Not available for
selection. If a unitis
assigned this code, it
must be changed to
another code.

06

Under Construction

Use from the beginning
of construction to
installation of roof,
finished sides, and

windows. See Appendix

C for more information.

Locate Address (LA) Procedures
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Unit Status Codes: | Remarks |

07 | Duplicate Use to designate an
address that duplicates
another address.
Requires the selection of
the MAFID of the record
that is being kept.

08 | Vacant Trailer Pad | Use when a permanent
site for a trailer has been
identified. The site
doesn’t have to be a
cement slab; a
permanent grass/dirt
site is acceptable. The
site must have utility
hookups.

09 | Burned Out Use when a unit is
uninhabitable because
of fire damage.

10 | Boarded Up Use when doors or
windows are covered by
wood, metal, or other
materials to prevent
entry. Do not use when
buildings are temporarily
boarded up to protect
the interior against high
winds and storms.

11 | Unable to Locate Use when you are
unable to find a unit and
cannot confirm with a
knowledgeable source
that the unit is non-
existent.

12 | Seasonal Use when habitable
units are intended for
occupancy only during
certain times of the year.

13 | Vacant Use when you know no
one currently lives there,
but could in the future.

m Locate Address (LA) Procedures
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Year Built/Trailer Tab

Unit Status Codes: | Remarks |

14 | Condemned Use when a unit has
been posted with signs
warning that the unit is
considered
uninhabitable by a
governmental authority.

29 | Merged Use when a unit has
merged with another
existing unit. Requires
the selection of the
MAFID of the record that

is being kept.
31 | Other, Use when no other unit
Uninhabitable status code sufficiently

describes an
uninhabitable unit.

You must complete the Year Built information located
on the Year Built/Trailer tab if the field is not grayed
out. Determine Year Built status by observation.
Select one of the following three choices:

[ Before April 1, 2000 (B),
= After April1, 2000 (A), or
u Not Needed (N).

Whether or not the Year Built information is needed,
always select the “Trailer or Mobile Home” box if the
unit is a trailer. “Not Needed” will then automatically be
selected for Year Built. See Appendix C for a detailed
instructions and definitions.

When you are finished entering/updating information in the
Address Wizard, Click ‘OK’ and then click ‘OK’ again to
save all changes.

m Locate Address (LA) Procedures

February 2003

24



Chapter 4 >>>> | ocate Address (LA) Assignments

Locating
Ungeocoded
Addresses

Step 1: Find the Address
in the ALMI

Some assignments may contain ungeocoded
addresses, that is, they have no census tract or block
code linked to the address. These addresses appear
with a blank census tract number and blank block
number in Case Management and are on the
ungeocoded address list in the ALMI.

In most situations, these addresses are ungeocoded
because:

1 They are on new streets not yet contained in
the TIGER database,

Cd They are on extensions of existing streets,

] The street name is spelled incorrectly in the
TIGER database, or

1 They don’t have a house number, street name
style address.

These addresses may require a bit more effort to
locate. To complete a Locate Address assignment for
an ungeocoded address, follow the procedures
outlined in the following topics.

The ALMI will open to the smallest known geography
for the Locate Address assignment. If no geographic
area other than state and county is associated with the
address, then the ALMI will open the entire county
level map. In either case the ALMI will choose an
active block but it is unlikely that the ungeocoded
address will be found in this block. You will need to
find the correct block in the opened map or open the
correct map once you establish the location of the
ungeocoded address.

m Locate Address (LA) Procedures
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The assigned address will be highlighted on the
ungeocoded address list. If the highlighting
disappears, you can sort on the Location Address and
Rural Route/Box # columns, or the column that
indicates the type of address that you are assigned, by
clicking on the column heading on the Ungeocoded
Address View to look for the address.

Refer to the ALMI User’s Guide for instruction on ALMI
functionality.

To find where an ungeocoded address could be, use
either the Address Search or the Feature Search.

Address Search - If the Address Search produces
results, highlight a geocoded address that is similar to
the Locate Address assignment. Click on the
appropriate button (Map Spot or Address List) in the
GO TO box. This will allow you to see the selected
map spot or the address list for the block to which the
address you highlighted is geocoded.

For example: You chose to search on Dalmatian Drive.
You are looking for 125 Dalmatian Drive. This address
was not found in the list of results, but you do see 123
Dalmatian Drive. Click on the address for 123
Dalmatian Drive and then click the Go To
Map/Address List button to take you to that location,
which just may be near the address you are attempting
to find.

Feature Search - If you use the Feature Search
function in the ALMI, your search produces results of
features in the county containing the name you
entered. Highlight the one you think may be similar to
the unit you are trying to locate. Click the Map Feature
button in the GO TO box and the feature will be
highlighted on the map. This will zoom the map image
to the area where the selected feature is located.

For example: You are searching for a street named
Raleigh Drive. You enter “Raleigh%” in the search
box. You do not see a street named Raleigh Drive in
the list of search results; however, you do see Raleigh
Road in the list of search results. Click on this street
and then click the GO TO Map Feature button to zoom

m Locate Address (LA) Procedures
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Step 2: Check for

Duplicate Listings

to the selected feature. This may help you locate the
street you are looking for.

Both the Feature Search and the Address Search look for
the specified feature or address information in the entire
county. If the feature or address you choose is not in your
opened map, close the opened map and open a map
containing the feature/address you need. Close an opened
map by selecting File from the main menu bar, then select
Close Map. Open a new map by selecting File from the
main menu bar, then select Open Map. Select the desired
geographic area you wish to see on the map.

Go to the census tract and block(s) where the street or
rural route is located and look for the specific address.
The address could be a single unit or a multi-unit
structure. For example, a building that contains 4
separate apartments.

Once you locate the address on the ground, check the
addresses listed in the ALMI to make sure the
assigned unit is not shown using a different address
format. Some addresses were added to the Master
Address File (MAF) during Census 2000 field
operations using a street name and location
description instead of a house number and street
name because a house number may not have existed
when the field staff was there. Therefore, new city-
style addresses may duplicate physical descriptions
that already exist in the block.

Some examples of checking for duplicates follow.

Locate Address (LA) Procedures
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Example 1: Check the ALMI to see if any of the
addresses in the block are the same as the
assigned address.

The assigned address is 10 Eagle Court. You check
the ALMI to see what other addresses are present on
Eagle Court. The ALMI shows only two other
addresses: 4 Eagle Court and 6 Eagle Court. You see
that none of the addresses in the block are the same
as your assigned address and none of the descriptions
match either. Proceed to Step 3 for instruction on
reviewing the map spot location.

Example 2: Check the ALMI to see if the
assigned address matches the description of
an address already present.

The address is 24 Firefighter Street. Check the ALMI
to see what other addresses are present on Firefighter
Street. The ALMI shows three addresses, 20
Firefighter Street, 22 Firefighter Street, and the third
housing unit has no address, but it does have a
physical location description, “Firefighter Street, new
two story house, white siding, garage on right side.”
As you look at the house at 24 Firefighter Street, you
realize that it is a two story white house with a garage
on the right side. You also determine that there are
only three houses on Firefighter Street. You conclude
that 24 Firefighter Street is the same housing unit as
the one listed with the above description. Proceed to
Step 4 for instruction on handling duplicates.

Example 3: Check the ALMI to see if the
assigned address matches the description of
an address already present.

The assigned address is Rural Route 4, Box 12.
Check the ALMI to see what other addresses are
present on Rural Route 4. The ALMI shows four other
addresses on Rural Route 4: Boxes 8, 10, 16, and 18.
None of the addresses is the same as the assigned
address and you realize there is a house between Box
10 and Box 16. After determining that the assigned
address is not present in another format, proceed to
Step 3.

Locate Address (LA) Procedures
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Step 3: Map Spotting an
Ungeocoded Unit

Example 4: Check the ALMI to see if the
assigned address matches descriptions of
addresses already present.

The assigned address is “47 Raleigh Road.” Check
the ALMI to see what other addresses are present
along Raleigh Road. The ALMI shows three other
addresses on Raleigh Road: “49 Raleigh Road,” “white
brick hse w/4 car garage on right,” and “large white hse
w/large gar on right.” You also realize that there are
only 2 houses along Raleigh Road: “47 Raleigh Road”
and “49 Raleigh Road.” You conclude that the two
address records with descriptions duplicate the
assigned address of “47 Raleigh Road.” Proceed to
Step 4 for instruction on handling duplicates.

Most ungeocoded Locate Address assignments MUST
be map spotted onto the map, regardless of whether
or not the address exists in another format. The only
time you are not required to spot an ungeocoded
address onto the map is when you are unable to locate
the unit or you can confirm it is non-existent or it has
been demolished. Only then may you delete the
address by clicking on the Delete button and selecting
one of the three unit status codes mentioned above.
Proceed to Step 3 to map spot the unit.

Zoom into the area on the Map View where the
address should be map spotted.

Go to the Ungeocoded Address List and select the
assigned address. It should be highlighted for you.

Hint: Sort on the Location Address and Rural Route/Box #,
or the column that indicates the type of address that is
associated with your Locate Address assignment, by
clicking the column heading on the Ungeocoded Address
View to look for the address. If you are still unsure what
address you were assigned, then return to Case
Management to determine the address and MAFID.
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To map spot the unit, do the following:

m |

1 Click the Eu button.

2 Click ‘OK’ on the Spot Address Confirmation
screen.

3 Place the cursor where the housing unit is
located and click once. The Address Wizard

appears.
If... Then...
You did not find a Go to Step 6
duplicate
You find a duplicate Go to Step 4
Step 4: Handling _ The procedure identified below allows you to link records
Duplicate Units Involving  that describe the same unit.
Ungeocoded Addresses
If... Then...
The assigned unit is 1. Delete the unit you
shown in the ALMI in just map spotted from
another format the Ungeocoded list.

2. Select ‘Duplicate’ as
the unit status for the
deleted unit.

3. Click the Find button
and select the
address of the map
spotted unit you want
to keep.

4. Click ‘OK’ to exit out
of the Delete Address
pop up window.

5. Proceed to Step 5.
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If...

Then...

Multiple addresses
duplicate the assigned
address

1. Determine which unit
you are keeping. (It
should be the one
with the most
accurate and
complete address
information.)

2. Select one of the
duplicate addresses
and click the Delete
button.

3. Click the Find button
and search for the
address of the unit
you are keeping.

4. Repeat the same
action for any
additional units you
want to delete. See
Appendix C for a
detailed example of
linking multiple
addresses as
duplicates.

You must “keep” the same
unit as the survivor for all
of the units you delete.

5. Refer to Step 7 for
instructions on
modifying the
information in the
Address Wizard for
the unit you are
keeping.
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Step 5: Reviewing the
Unit You are Keeping

Step 6: Determine if the
Information in the Review
Bar is Correct for the Unit

Step 7: Update the
Address Wizard
Information

If... Then...

The unit you are keeping | 1.
is map spotted

Move the map spot to
the correct location if
necessary.

2. Go to Step 6.

The unit you are keeping | 1.
is not map spotted

Click the s=sd Button
ToMap|

to place the address

in the proper location

on the map.

2. Go to Step 6.

The Review Bar contains address information about
the highlighted address. When a map spot or address
is selected, the Review Bar will display:

B The Householder Name and Phone Number,
B | ocation Address,

®m Physical Description,

®m Building Name/Mobile Home Park Name

® Mailing Address,

® Unit Type and Status, and

B Year Built/Trailer Information.

If... Then...
The information in the You are finished with this
Review Bar is correct assignment.
The information in the Goto Step 7

Review Bar is not correct

For existing units, you must highlight the map spot or
address record and click the ‘Edit’ button to open the
Address Wizard. The Address Wizard opens to the
Location Address tab for existing units. Select each
tab in the Address Wizard and enter all address
information.
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Location Address Tab

Mailing Address Tab

Householder Tab

Make sure all information on this tab is accurate and
complete.

One of the following must be entered in the location
address tab or an error message will display and your
changes to the unit will not be saved:

® A house number, street name, and ZIP code,

®m A street name and physical description, or

m A street name, building/mobile home park name,
and unit designation

Attempt to obtain the mailing address of housing units
(you do not need to obtain the mailing address of GQs
and non-residential units) by observation and by using
your knowledge of the delivery scheme in the area.
For example, if you know that most of the occupants in
the area receive mail at their residence and you
observe a mailbox in front of a unit, you may assume
that the unit’s mailing address is the same as its
location address. If you can determine that the mailing
address is the same as the location address, select
the ‘Same as Location Address’ box. If you are unable
to obtain a mailing address by observation, or you are
unsure of the delivery scheme:

®m Contact the occupants to obtain the mailing address
and householder information.

B If no one is home, try to get the information from a
neighbor or other knowledgeable person.

If you could not contact anyone to verify the mailing address
and you are not sure the mailing address information is
correct, make one callback to obtain this information if you
plan to return the area. If after one callback you are unable
to obtain the information, leave the mailing address field
blank.

Obtain the householder's name and telephone
number.
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Unit Status Tab Determine the unit type and status of the unit.
If... Then...
The address is non- 1. Select the ‘Non-
residential and no one residential’ radio
lives there button. A pop-up

window with the list of
valid non-residential
unit types will display.

2. Choose the type of
non-residential
structure.

3. Select the appropriate
unit status code.

The unit is a housing unit | 1. Select the
‘Residential’ radio
button.

2. Select the appropriate
unit status code.

The address is both 1. Select the unit type of
residential and non- ‘Residential’ on the
residential, that is, the Unit Status tab in the
address has a business Address Wizard.

located there and it also
contains living quarters 2. Make sure to note in
the Physical
Description field on
the Location Address
tab that the address
has a mixed use so
that others can locate
the living quarters.
For example,
"apartment over Jim’s
Variety Store."

3. Select the appropriate
unit status code.
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If... Then...
The unitis a GQ (See 1. Select the ‘Group
Chapter 3 for more Quarters’ radio button.

information on GQs)

2. Click the Group
Quarters Information
button and a pop-up
window will display.

3. Select the category
and type that best
describes the GQ and
enter the name of the
GQ.

4. Select the appropriate
unit status code.

5. Enter the special
place name in the
Building Name/Mobile
Home Park Name
field on the Location
Address tab.

Do not enter the group
quarters. Make your best
estimate by observation of
what type code best
describes the GQ.
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The unit is residential,
but it cannot be used for
living quarters

1. Select the unit type of
‘Residential’.

2. Change the unit status
code to one of the
following:

3-open to elements
6-under construction
9-burned out
10-boarded up
31-other, uninhabitable

Locate Address (LA) Procedures
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Unit Status Codes: __| Remarks |

01

Valid Address

Use for any valid unit that
does not fall under any
other unit status. This
unit status may be used
for non-residential units
which aren’t living
quarters.

02

Demolished

Use to designate a
location where a valid
unit once existed, but the
unit has been destroyed.

03

Open to the
Elements

Use when the structure is
in a state of deterioration.
See Appendix C for more
information.

04

Non-existent

You when you are unable
to locate a structure and
you are able to confirm
with a knowledgeable
person that the unit never
existed.

05

Provisional (not
available for
selection)

Not available for
selection. If a unitis
assigned this code, it
must be changed to
another code.

06

Under
Construction

Use from the beginning
of construction to
installation of roof,
finished sides, and
windows. See Appendix
C for more information.

07

Duplicate

Use to designate an
address that duplicates
another address.
Requires the selection of
the MAFID of the record
that is being kept.
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Unit Status Codes: | Remarks |

08

Vacant Trailer
Pad

Use when a permanent
site for a trailer has been
identified. The site
doesn’t have to be a
cement slab; a
permanent grass/dirt site
is acceptable. The site
must have utility
hookups.

09

Burned Out

Use when a unit is
uninhabitable because of
fire damage.

10

Boarded Up

Use when doors or
windows are covered by
wood, metal, or other
materials to prevent
entry. Do not use when
buildings are temporarily
boarded up to protect the
interior against high
winds and storms.

11

Unable to Locate

Use when you are unable
to find a unit and cannot
confirm with a
knowledgeable source
that the unit is non-
existent.

12

Seasonal

Use when habitable units
are intended for
occupancy only during
certain times of the year.

13

Vacant

Use when you know no
one currently lives there,
but could in the future.

14

Condemned

Use when a unit has
been posted with signs
warning that the unit is
considered uninhabitable
by a governmental
authority
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Year Built/Trailer Tab

Unit Status Codes: __| Remarks |

29 | Merged Use when a unit has
merged with another
existing unit. Requires
the selection of the
MAFID of the record that

is being kept.
31 | Other, Use when no other unit
Uninhabitable status code sufficiently

describes an
uninhabitable unit.

You must complete the Year Built information located
on the Year Built/Trailer tab if the field is not grayed
out. Determine Year Built status by observation.
Select one of the following three choices:

u Before April 1, 2000 (B),
u After April1, 2000 (A), or
u Not Needed (N).

Whether or not the Year Built information is needed,
always select the ‘Trailer or Mobile Home’ box if the
unit is a trailer. ‘Not Needed’ will then automatically be
selected for Year Built. See Appendix C for a detailed
instructions and definitions.

When you are finished entering/updating information in the
Address Wizard, click ‘OK’ and then click ‘OK’ again to save
all changes.
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Completing Your
Locate Address

Assignment

New Growth Found

Outcome codes are automatically set in Case
Management when you act on the address in the
ALMI.

If you are unable to act on an address or don’t act on
an address, you will enter the outcome code on the
Case Management Select Outcome Dialogue screen
when you complete your Locate Address assignments.
A list of valid outcome codes for Locate Address
assignments is provided in Appendix A.

Refer to Appendix A for detailed information on setting
outcome codes in Case Management.

While conducting your Locate Address assignments,
you may discover areas of new growth.

Some signs of new growth are:

New streets,

Newly paved roads,

Houses under construction,

Houses that do not have a lawn yet;

The presence of a model home,

Houses that are distinctly different than others,
and

Warehouses or abandoned stores being
converted into new housing units

Once you have identified the tract and block(s) where
the new growth is occurring, use the address list in the
ALMI to determine if there are new units on the ground
that are not in the ALMI.

Perform a quick verification to make sure what you see
on the ground is not already in the ALMI.

Once you have determined that there is new growth,
you will create a new assignment. By doing this, you
will be creating an Update Block assignment that may
be assigned at a later date.
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To create a new assighnment, do the following:

e
1 Click the | button.

2 Click anywhere within the block you identified
that needs to be updated. The Add Block
Assignment screen (Figure 4.2-3) will display.

hdd Blodk Assigrnonent

Add Block Asgdonmen

The tangetad block is 5802 001113 fin 51ate: 42 and
Loty (53]

Do wou weard 0o add this block assigrement ™

HAeazon Code

I ]
10 e Housing Units 5 Block "
11 - Hess Subifanes

12 - Hesy Road

13 - Dihmr Bl=vg Fasburs

=1 . = I} [ =] d

Figure 4.2-3 Add Block Assignment
Reason Code Drop-Down List

3 Select the reason that describes the need for
the update.
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The list of valid reason codes to choose from is
presented in the table below.

Update Block Reason Codes:

Code Description

10 New Housing Units in Block

11 New Subdivision

12 New Road

13 Other New Feature

20 Units Demolished or Removed
21 Natural Disaster in Block

30 Units in Wrong Block

31 Map Spots in Wrong Location
40 Street Renamed

41 E-911 Address Conversions
42 Change in City/Town Boundary
43 Block Boundary Changed (do not use)
44 Block Subdivided (do not use)
50 Other
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m Handling Hard-To-Find Addresses

Topics In This Section
Locating Hard-To-Find Addresses . .......... ... . . . .. .ueiuieinin. 1
Unable to Locate the Address . ......... ... . . . . . .iiiiieneannn. 3

Locating Hard-to- If you cannot find the address in the census tract and
Find Addresses block shown in the ALMI, then you should begin to
look in the blocks immediately adjacent to that block.

Locating the Street Ask a knowledgeable person at a local fire station or
police station questions that will help you locate the
address, such as:

c> “Do you know where street is?”

co “What other streets intersect with it?”

Feature

Use the :&@ button in ALMI to show the location of the

street in relation to other adjacent blocks.

Unless the street is a very short one, it will be present
in several blocks.

Locating the Unit If you locate the street, but cannot find the address,
ask questions such as:

co> “Are there any planned buildings that have not
been built yet?”

co “Was there ever a house in that empty lot? If
yes, then ask “what was the address?”

m Handling Hard-To-Find Addresses
February 2003
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Locating New Housing

Units

Contacting the Regional

Office

If necessary, you can contact the office that provided
the list of new housing units in order to obtain more
information about the location of the unit. It is possible
that the housing unit has not yet been built.

You may need to use the local tax maps to identify lots
or parcels where these new housing units were built.
You can match the location of these units to your
streets and blocks in ALMI to determine the possible
block location of the new unit.

Remember that information included in the ALMI is Title 13
data. A block in the ALMI map may ONLY be shown to a
non-Census Bureau employee if the Address List View and
Review Bar are not visible and the map spots are turned off.
You must not reveal census information, including all
addresses and map spots in the ALMI to anyone who is not
a sworn Census Bureau employee. Unauthorized
disclosure of confidential information by a sworn Census
Bureau employee is punishable by a fine of up to $250,000,
imprisonment of up to five years, or both.

Keep a list of the addresses you cannot find and you
can discuss these problems with the Regional Office. If
you do contact the Regional Office, you will want to
wait until you have completed all the other addresses
assigned in this area, and you have one final list of
problem addresses.

Handling Hard-To-Find Addresses
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Unable to Locate If you still cannot locate the address after @,
the Address you have tried the above options, 0L o
enter the unit status code ‘11—Unable

to locate’.

See Module
If you confirm with a knowledgeable 4.2 fora
person that the unit does not exist list of valid
because it was demolished or never Uc':;;:staf:)‘:_s
built, enter the appropriate Unit the LA
Status code. method.

If you find the address but you cannot

confirm the address because the HU is in a gated
community, cannot be reached because of impassable
roads, or the property has “No Trespassing” signs,
select ‘Unable’ to verify.

For the above situations, enter a note in the Notes section
in Case Management explaining what you did to attempt to
locate the address.

m Handling Hard-To-Find Addresses
February 2003
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m Overview: Find Growth (FG) Assignments

Topics In This Section

What is a Find Growth (FG) Assignment? . ... ............c.ccuuuuu... 1
Why Do We Have Find Growth Assignments? ...................... 2
Materials Needed for Find Growth Assignments . ................... 4
W h at is a Fi n d i Case Management  SURYEY: DAAL [_[8]%]
File Edit Yiew Actions Help
Growth (FG) g B a2 4 Z e B =
- 2> FiHdp  F2 ltovicr F3 NotTab F8Detsils F5 Reports FE Listng  FTHotes  FB Wiew  F3 3ot FIOEdt FICoTo.  FI2
Assignment?
PSU_ Type * Tract Block MCD/Place Name  House B Strest Name Zip GO Name DueDate Status Rle  *
] |
42063 [ G0 | [9801.00[1063 MCD NAME BLUE J&Y VLG 16239 J&TS HOUSE OF PANCAKES FOR 339
42063 [ G0 [ [3801.001083 MCD NAME BLUE J&Y VLG 16239 PAYS HOUSE OF PANCAKES FOR 1333
42053 [ GO [ [3801.001063 MCD NAME BLUE J&Y VLG 16239 PJAYS HOUSE OF PANCAKES FOR 1933
42053 [ GO [ [3801.001063 MCD NAME BLUE JAY VLG 16239 |JAYS HOUSE OF PAMCAKES FOR 939
42053 [ GO [ [3801.001063 MCD NAME BLUE JAY VLG 16239 |J4'S HOUSE OF PANCAKES FOR 939
42053 [ GO [ [3801.001063 MCD NAME BLUE J&Y VLG 16239 |J&S HOUSE OF PANCAKES FOR 959
42053 [ GO [ [3007.001053 [MCD NAME BLUE J&Y VLG 16239 &S HOUSE OF PANCAKES FOR 939
42053 [ GO [ [3007.001053 [MCD NAME BLUE J&Y VLG 16239 &S HOUSE OF PANCAKES FOR 939
42053 [ GO [ [3601.001053 MCD NaME BLUE Ja VLG 16239 &S HOUSE OF PANCAKES FOR 1939 -
v
|
Assignment |Add\tiona\|nf0rmahon | Motes | Contacts | History |
Control Number.  [42053 0220030000000000002  Case ID: [0D00C1 &1 Survey: [CAUS Ducome: BOD PN [
Assignment Type: [Find Growth Froject: 4200 Action: IDT LU#R l_
ADDRESS: Houge i Street [ Unit |
Pural Address: [ Bldg: |
Location Description: |
Post Office: [ Courty: [FOREST State: IW
MAFID: | Place: [
MCD: | H Unitg Listed: Square Miles:
AIANHH: [ # Units Exp: Density
Callback Netes: | Study: WL_ABSZ
[ow 1 of 17

Figure 5.1-1 Case Management Screen with a Find Growth
Assignment Selected

A Find Growth (FG) assignment is used in areas
where growth or change is expected, but there is no
source to identify it. You will identify areas of new
growth, that is, areas containing new housing units or
significant changes (like converting warehouses or
abandoned stores into new housing units or addition of
new roads) since the date of the last listing.
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Why Do We Have

Find

Assignments?

Growth

You will determine which census blocks you think
contain new growth and add these blocks as future
Update Block assignments.

The objective of the Find Growth assignment is to
identify blocks that have new growth and to add these
blocks as future Update Block assignments. Future
Update Block assignments will help keep the Master
Address File (MAF) and the Topologically Integrated
Geographic Encoding and Referencing (TIGER)
database updated.

Find Growth assignments can be at any geographic
level such as a county, tract, local governmental unit
(GU) or ZIP code. You will receive a Find Growth
assignment if the Census Bureau was unable to obtain
a list of new housing units or any other information on
growth either for the county or some local
governments within the county. You will determine if
there is new growth in these areas, and you will
identify blocks that contain new growth. Examples of
new growth are new units added to a subdivision, new
subdivisions, and conversion of structures from
commercial to residential such as warehouses or
abandoned stores being converted into new housing
units.

Housing Unit (HU) - A housing unit is any house,
apartment, room, group of rooms, mobile home or
trailer, or other location, that is occupied as a separate
living quarters, or if vacant, intended for occupancy as
a separate living quarters. A HU can exist within, over,
or under a non-residential/commercial structure. For
example, an apartment over a variety store. HUs
must:

D Be separate, meaning the occupants live
separately from other occupants in the living
quarters, and

L1 Have direct access, meaning that the entrance
to the living quarters must be directly from the
outside of the structure or through a common
hall.

Overview: Find Growth (FG) Assignments

February 2003
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What Are the Steps to
Finding New Growth?

Group Quarters - group quarters are a type of living
quarters where the occupants usually share their living
arrangements. Examples of group quarters are:

a college or university dormitory,
a prison ward,

a convent or monastery,

a halfway house,

a nursing home, or

a shelter.

GQs are within or associated with special places,
which are places containing one or more GQs.
Examples of special places are:

u universities, where a dorm may be a GQ,

u correctional institutions, where a prison ward
may be a GQ, and

u churches, where an associated shelter may be
a GQ.

You will identify the specific block where the new
growth is located so that an Update Block assignment
can be created. When you identify an area with
growth, you will use the Add Assign button to create a
new assignment. This newly created assignment will
be updated at a later date.

You will receive Find Growth assignments in Case
Management.

When you receive a Find Growth assignment,
do the following:

1  Use local sources to determine if there is new
growth located in the assigned geographic
area.

2 Travel to the specific geographic area where
you think the new growth is located.

3  Confirm that the new growth identified with local
sources actually exists on the ground. Once
you confirm new growth exists, you will record
the blocks containing that growth in the ALMI.

Overview: Find Growth (FG) Assignments

February 2003
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Materials Needed
for Find Growth

To help you locate your assignment, you will use the
following maps in the ALMI:

Assignments . .
9 Overview Map - The overview map (Figure 5.1-2)
can be a county overview map or an overview map for
a selected geographic area—a specific American
Indian/Alaskan Native Area/Hawaiian Homeland
(AIANAHH), Minor Civil Division (MCD), Place, Tract,
or ZIP Code.
Title Bar l-".dkf"5[ Li [r mmnr\Actinns GPS GRS Extra Window Help |
e | i o B - e iy ) in b Elacks = i ]
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[Clepson T Shquuu—Ale—Ht':e Vlv'atealhu'iotf:ts:' D’;F:;}:tunils IFAEIDDE—San ':W,Ha‘a‘r;;dca'zuzﬁ e
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Figure 5.1-2 ALMI County Overview Map

County level maps only show main roads and names
in the county. Tract level overview maps show block
boundaries, not streets within the block. Overview
maps are designed to help easily locate the block and
plan a route of travel.

Overview maps contain only map features and feature
names and are not editable.

m Overview: Find Growth (FG) Assignments
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Block Map - The block map displays the selected
block and the location of all known streets and map
spotted living quarters within the block. Use the ALMI
to check for new streets by comparing the street
features on the ground to street features in the ALMI.
This will help you determine if a block contains new
growth.
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Figure 5.1-3 ALMI Block Map

ZIP Code Map - The ZIP Code map displays the area
of the selected ZIP Code. Use the ALMI to help locate
blocks that may contain new growth. In situations
where the county overview maps are not helpful in
locating new growth, you should view the other maps
available in ALMI which include the Place, MCD, ZIP,
or Block to locate new growth.

Overview: Find Growth (FG) Assignments
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ing'Update Block for Non-NHIS [0111.00-4021] - ALMI - [Overview Map]

@E\\e View ToolBars Show Zoom Pan Boundaries Display Map Actions Common Actions GPS GPSExtra Wwindow Help -1&x|

i = 4 i = of I i TractBlock 3| 4
Map aD Addr Dth AI nlls Unge®a- (Over | Edt Dﬁ Undelet ey Spot On| Q43001018 | 4 dess| Feature
|| Address| _coded | _Miew | : S i = Tifer Search | Search

1 it tal/er | 1o Map
Features ¥ ks Names: Deleted

g Find |m HU\EI‘ & E\ear‘ ‘ |7 Roads ¥ Ha\\rnads‘ It ¥ Block#: ¥ Water ¥ Other | ¥ Features

I¥ 'water 2 Other [ dofllts ¥ Foad ) Riaload v drea T fcliesses

‘Jl_ GPSOn [~ ShowYoudreHere [ Show Offset ) e | =l sutopen | [ § GRS Captule| |

N T 0007 ool
AII acl £ 3 33 ., Change
Ha| P New | olﬂpu-ﬁulr PE:‘D—C_K
" . AL

pal Black| —S& f’ | F’A-dd
New ; \\‘ Assign

U”l I" L i oty
R : Hew
) Spot

@@":D o ¥

& _Road | |

B

E 014300-3030 Lk

?‘ o End y p—
Spot| Spol| = —— Mew
JL |- A to \‘ el gf v~ Hioad

B 014300-3042 Ay ”Gnﬁ TEe s

J‘“t Te“ Um\nmnn 5032 & L
5 Move

|_ Inter
¥ Feat

Ready 3,32 mi. (17526 |

Figure 5.1-4 ALMI ZIP Code Map

You can zoom in on any of the above maps to enlarge
the road and block features, block numbers, and map
spots for legibility. You can also zoom out to increase
the area displayed on the screen. Many of the map
features can be turned on and off to reduce the clutter
on the map.

ALMI functionality is provided in the ALMI User’s Guide.

Overview: Find Growth (FG) Assignments
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m Find Growth (FG) Procedures

Topics In This Section

Locating the Geographic Area . . ... ........ ... 'uuiennnnnnnns I
Locating the New Growth . .. ... ... ... . ...ttt 2
Identifying New Growth . ... ... ... .. .. . ...ttt 3
Creating a New Assignment . ... .. .. ... ... ... iuieieenannnnns 4
Completing Your Find Growth Assignment . ....................... 5

No Growth Found

Locating the
Geographic Area

Local Governmental Unit
(GU)

Census Tract

ZIP Code

Look for the specific geographic area in which your
Find Growth assignment is located. The possible area
types are listed below with some notes about how to
determine the exact location of the area.

If your assignment is a local governmental unit (GU)
(city, town, village, and so forth), you can use the ALMI
to determine the boundaries for that local GU. In the
ALMI, you will see street features, non-street features
(i.e., railroads, rivers, power transmission lines), block
boundaries, and the political boundary limit for the
selected GU.

If your assignment is a census tract, use the ALMI to
determine where the tract is located within the county.
In the ALMI, you will see street features, non-street
features (i.e., railroads, rivers, power transmission
lines), block boundaries, and the tract boundary for the
selected tract.

If your assignment is a ZIP Code, use the ALMI to
determine the approximate boundaries and location of
the ZIP Code in the county. In the ALMI, you will see
street features, non-street features (i.e., railroads,
rivers, power transmission lines), and block boundaries
for the selected ZIP Code area.
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Locating the New

Growth

Determine if there is new growth located in the
assigned geographic area. You will need to contact
knowledgeable local sources to ask about new growth
in the area. You should attempt to obtain new growth
information from a maximum of three sources.

Local sources may include the following government
offices:

County Clerk,

Tax Assessor,

Building Inspector,
City or County Planner,
E 911 Coordinator,
Fire Stations,

Rescue Squads,
Police Stations, and
Post Offices.

If you are not successful, attempt to contact two other
local sources such as:

| Real Estate Offices, and
u Utility Companies.

Use the local telephone directory and your knowledge
of the county to make a list of offices to contact. In
addition, the RO can give you guidance on who to
contact.

You should initially contact the offices by telephone to
determine if they have the information that you need.
It is not necessary to contact every office listed above;
you can stop once you feel that you have obtained
reliable information about the new growth in the area.

You can identify the new growth areas by asking for
the names of any new subdivision, new streets or
extensions of existing streets, new mobile home parks,
warehouses or abandoned stores being converted into
new housing units, and new apartment complexes and
their respective locations.

Find Growth (FG) Procedures
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Identifying New

Growth

You can use the location information provided to
search the ALMI map to make a tentative
determination of which blocks the growth is located in.
Remember, the objective is to identify the blocks
where the new growth is located.

Remember that information included in the ALMI is 7itle 713
data. A block in the ALMI may ONLY be shown to a non-
Census Bureau employee if the Address List View and
Review Bar are not visible and the map spots are turned off.
You must not reveal Census information, including all
addresses and map spots in the ALMI to anyone who is not
a sworn Census Bureau employee. Unauthorized
disclosure of confidential census information by a sworn
Census Bureau employee is punishable by a fine of up to
$250,000, imprisonment of up to five years, or both.

After you have identified blocks that may contain new
growth with the local sources, you must field check the
blocks that contain the new growth. You can verify the
blocks that contain new growth by doing the following:

D Use the ALMI block map to determine if any
new streets exist within the block. Compare the
street features on the ground to the street
features in the ALMI to make this determination.

L

Look for signs of new growth in the block.
These signs include:

New streets,

New paved roads,

Houses under construction,

Houses that do not have a lawn yet,

The presence of a model home,

Houses that are distinctly different than others,
and

Warehouses or abandoned stores being
converted into new housing units.

Use the address list in the ALMI to determine if
there are new units on the ground that are not
on our address list.

L

Find Growth (FG) Procedures
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Creating a New
Assignment

Make sure that your verification is a field check of the
area; do not attempt to compare every housing unit on
the ground with the units in the ALMI. This type of
assignment does not involve actual canvassing,
updating, or listing a block. Confirm a sufficient
number of items that are different (new streets,
addresses not in the ALMI, and so forth) before
creating a new assignment.

Once you have identified the possible tract and block,
you will create a new assignment. You will be creating
an Update Block assignment that will be canvassed at
a later date.

To create the new assignment, do the
following:

JHTa
1 Select the asm| button.
2 Click inside the block to select the block you

identified that needs to be updated. The Add
Block Assignment screen (Figure 5.2-1) will

display.

Add Block Aszighnment

The targeted block 1= 9802.00-1119 [in State: 42 and
County: 053],

Do pou want bo add this block agzignment’?

Beaszon Code:

=]

10 - Mew Housing Units in Block -
11 - Mew Subdivision
12 - Mew Road

13 - Other Mew Feature

IS T T N TP s JRSY L N RUDI o R |

Figure 5.2-1 Block Assignment Reason
Code Drop-Down List

3 Select the reason that best describes the
need for the update.

Find Growth (FG) Procedures
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Update Block Reason Codes:

Code Description
10 New Housing Units in Block
11 New Subdivision
12 New Road
13 Other New Feature
20 Units Demolished or Removed
21 Natural Disaster in Block
30 Units in Wrong Block
31 Map Spots in Wrong Location
40 Street Renamed
41 911 Conversion
42 Change in City/Town Boundary
43 Block Boundary Changed
44 Block Subdivided
50 Other
Completing Your Case Management will set the appropriate outcome
Find Growth code in the Outcome column when you exit your Find
Assignment Growth assi_gnments. Valid outcome codes for. Find
Growth Assignments are provided in the following
table.
Code Definition Description
801 Completed Case Management

Listing—Residential assigns this code
when you complete
a Find Growth
assighnment. This
code is set by Case
Management.

m Find Growth (FG) Procedures
February 2003
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No Growth Found

Find Growth Assignment Outcome Codes:

804 Sufficient Partial— Case Management
Follow-up Required assigns this code
when an assignment
was not completed.
833 Other—Not Listed, Use this code for

Specify

unique situations
that are not covered
by any other code
(for example, severe
listing conditions.)
Explain in the Case
Management Notes
section and contact
your area
geographer.

After following all suggestions to aid you in finding new
growth, you may determine that there is no new growth
in your Find Growth assignment area. If no new
growth is found in the assignment area, you should
document the steps taken to complete the assignment
in the Case Management Notes. You should include
what you did to try and locate the growth, what offices
you contacted, and the names of any contact people
you spoke with. Headquarters will evaluate the
assignment and determine whether to send it out in the

future.

Find Growth (FG) Procedures
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ALMI Outcome

Codes

Appendix A

When working UB and LA assignments in the ALMI, your actions will assign an Activity Code to each
address record. Upon exiting the ALMI, Case Management will use these Activity Codes to set the
appropriate Outcome Code. All addresses in a UB assignment must have a non-blank Activity Code in

order for the Outcome Code to be set to "801—-Completed."

ALMI Outcome Codes

Outcome | Assignment Definition Description Trans- Status ccliglr': bee d Notes
Code Type P mittable Code tog Required
800 FG, LA, UB | Not Started This code is the default No 815, 833, | N
code for assignments not 870
yet started.
801 FG, LA, UB | Completed Listing— When you complete an Yes L 804 N
Residential assignment, this code is set
by Case Management.
802 UB Insufficient Partial-Follow- | When a listing is incomplete | No O 805, 833, | N
up Required (can be and follow-up is required, 870
reassigned to another FR) | this code is set by Case
Management.
803 UB Sufficient Partial-Unable Use this code to transmit an | Yes P 804 Y
to Complete (can be 804 assignment.
reassigned to another FR)
Appendix A
February 2003 A-1



ALMI Outcome Codes

Outcome | Assignment Definition Description Trans- Status c?}g: bee d Notes
Code Type P mittable Code tog Required
804 FG, LA, UB | Sufficient Partial-Follow- This code is set by Case Yes- Final |P 803 N
up Required (can be Management when the only
reassigned to another FR) | block is not complete.
805 LA, UB Insufficient Partial-Unable | Use this code to transmit an | Yes E 802 Y
to Complete (can be 802 assignment.
reassigned to another FR)
815 LA, UB Not Started—Unable to Use this code when you Yes E 800 Y
Complete know that you will not be
able to complete the
assignment, so that it can
be reassigned.
817 LA Unable to Locate Use this outcome when you | Yes E 800 Y
can’t find an address.
Record the reason in notes.
833 All Other—Not Listed, Specify | Use this code for unique Yes F 800 Y
situations that are not
covered by any other code.
For example, severe listing
conditions. Explain in the
Case Management Notes
section.
Appendix A
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ALMI Outcome Codes

Outcome | Assignment Definition Description Trans- Status c?}g: bee d Notes
Code Type P mittable Code tog Required
870 LA, UB Outside the FR’s Use this code if an Yes F 800 Y
Assignment Area assigned address (LA) or
block (UB) is outside of
your assignment area.
901 LA, UB Completed Use this code when your Yes L 804 N
Assignment—Non- listing assignment is non-
Residential, Uninhabitable, | residential, uninhabitable,
No HUs or there are no units.
Appendix A
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GAIL Outcome Codes

Upon exiting the GAIL for either a GQ or GQ-A assignment, you will be prompted by Case Management

to select the appropriate Outcom Code. Only the applicable Outcome Codes will be displayed (the list is
based on data passed from the GAIL to Case Management).

GAIL Outcome Codes

Outcome Definition Description Trans- Status Can be Notes
Code mittable code changedto | Required
800 Not Started This code is the default code No 815, 833, N
for assignments not yet 870
started.
801 Completed—Residential Use this code when you Yes L 804 N
complete an assignment.
802 Insufficient Partial-Follow-up Use this code when a listingis | No O 805, 833, N
Required (can be reassigned incomplete and follow-up is 870
to another FR). required.
803 Sufficient Partial-Unable to Use this code when you are Yes P 804 Y
Complete (can be reassigned | unable to complete an
to another FR). assignment.
804 Sufficient Partial—-Follow-up Use this code for callbacks. Yes- Final P 803 N
Required (can be reassigned only
to another FR).

Appendix A
February 2003
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GAIL Outcome Codes

Outcome Definition Description Trans- Status Can be Notes
Code mittable code changed to | Required
805 Insufficient Partial-Follow-up Use this code when a GQ does | Yes E 802 Y
Not Required (can be not allow you to complete your
reassigned to another FR). assignment or when you do
very little for a listing or
updating assignment.
815 Not Started—Unable to Use this code when you do not | Yes E 800 Y
Complete start an assignment before
closeout.
817 Unable to Locate Use this code when you are Yes E 800 Y
unable to locate your
assignment.
818 Refusal Use this code when the GQ Yes E nothing Y
refuses to allow you to
complete your assignment.
833 Other—Not Listed, Specify Use this code for unique Yes F 800 Y
situations that are not covered
by any other code. For
example, severe listing
conditions. Explain in the Case
Management Notes section.
840 GQ No Longer Exists Use this code when the Yes G nothing Y
assigned GQ no longer exists.
Appendix A
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GAIL Outcome Codes

Outcome Definition Description Trans- Status Can be Notes
Code mittable code changed to | Required
842 GQ Converted to an “Out-of- Use this code when the GQ Yes G nothing Y
Scope” GQ Type Code (603, converts to out-of-scope.
703, 704, 705, 706, 900, 909)
849 GQ Not Listed—Originally Use this code if an assigned Yes G nothing Y
Listed in the Incorrect Block GQ is outside of your
assignment area/county or has
moved.
901 Completed—Uninhabitable, Use this code when the GQis | Yes L nothing N
GQs with no living quarters uninhabitable or there are no
living quarters in the GQ.
902 GQ Entirely Institutional Use this code for institutional Yes L nothing Y
GQs.
903 GQ Entirely Military Use this code for military GQs. | Yes L nothing Y
904 GQ Converted to Regular Use this code when a GQ Yes L nothing Y
Housing Unit converts to an HU.
905 Commercial Establishment Use this code for a place thatis | Yes L nothing Y
a business: retail, wholesale,
service, is not meant to used
as living quarters and people
do not live there.
Appendix A
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GQ Type Code

Institutional GQs

Non-institutional
GQs

Military GQs

- Appendix B
February 2003

Appendix B

Table of GQ Types

The first column in the Table shows the three-digit GQ
type code.

GQ type codes 101 - 410 identify institutional GQs.

Institutional GQs house people under formally
authorized, supervised care or custody in institutions.
Such people are classified as "patients or inmates" of
an institution regardless of the availability of nursing or
medical care, the length of stay, or the number of
people in the institution. Generally, the institutionalized
population is restricted to the institutional building and
grounds (or must have passes or escorts to leave) and
thus have limited interaction with the surrounding
community. Also, they are generally under the care of
trained staff who have the responsibility for their
safekeeping and supervision. In other words,
institutional GQs house people who, in most cases,
stay involuntarily and are not allowed to come and go
without receiving permission. Most institutional GQs
are either correctional facilities, or nursing homes.

GQ type codes 501 - 911 identify non-institutional
GQs.

Non-institutional GQs house people who live in GQs
other than institutions. They are people who stay
voluntarily and are allowed to come and go without
receiving permission. Many non-institutional GQs are
college housing. Also, staff who administer
institutional GQs may live in non-institutional GQs.

Military GQs house active duty armed forces
personnel on a military installation. Examples are
military barracks, unaccompanied personnel housing,
disciplinary barracks, and officers' quarters.
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The following GQ types are excluded from listing,
updating, and interviewing.

Type Description

603 Military Ships

703  Shelters for Abused Women

704  Soup Kitchens

705 Regularly Scheduled Mobile Food Vans
706 Targeted Non-Sheltered Outdoor Locations
900 Crews of Maritime Vessels

909 GAQs for Victims of Natural Disasters
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order
GQ Codes

Resident Resident Institutional GQs

Non-Staff Staff

Correctional Institutions (101-107)

101 905 Federal Detention Centers [including Park Police, Bureau of
Indian Affairs, Immigration and Naturalization Service (INS)
centers operated within local jails, and State and Federal
prisons. INS detention centers also include INS Federal
Alien Detention Facilities, INS Service Processing Centers,
and INS Contract Detention Centers used to detain aliens
under exclusion or deportation proceedings and aliens who
require custodial departures.]

102 905 Federal Prisons [including criminally insane wards operated
by a Federal prison within a mental or general hospital. If
ward is not operated by a prison, code criminally insane
ward "404" and "905" for staff residing in the group
quarters.]

Note: Do not include INS detention centers operating within
Federal Prisons. Code INS detention centers "101"
for aliens and "905" for staff residing in the group
quarters.

Do not include correctional centers for juveniles. Include
juveniles facilities in "201-209".

103 905 State Prisons [including criminally insane wards operated
by a State prison within a mental or general hospital; if not
operated by a prison, code criminally insane ward "404" and
"905" for staff residing in the group quarters.]

Note: Do not include INS detention centers operating within
State Prisons. Code INS detention centers "101" for
aliens and "905" for staff residing in the group
quarters.
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order

GQ Codes

Resident Res

ident

Non-Staff Staff

Institutional GQs

104

905

Local Jails (county, city, regional, and other municipalities)
and Other Confinement Facilities (usually hold persons
more than 48 hours) includes work farms and police
lockups.

Note: Do not include INS detention centers operating within
local jails. Code INS detention centers "101" for
aliens and "905" for staff residing in the group
quarters.

105

905

Halfway Houses [operated for correctional purposes,
including probation and restitution centers, prerelease
centers, and community-residential treatment centers.]

106

904

Military Disciplinary Barracks [including jails on military
installations.]

107

905

Other Types of Correctional Institutions [including private
correctional facilities and correctional facilities specifically for
alcohol/drug abuse.]

Juvenile Institutions (201-209, 702) [including homes,
schools, and detention centers]

1. Long-term Care [length of stay usually more than 30
days]

a. Neglected, abused, and dependent children
[orphanages, homes, or residential care]

201

905

(1) Public ownership

202

905

(2) Private ownership

203

905

(3)  Ownership unknown (Used as a last
resort if no other type code applies.)

204

905

b. Emotionally disturbed children [residential
treatment center (psychiatric care provided)]

C. Delinquent children [placed by court, parents,
or social service agencies in residential
training schools or homes, including industrial
schools, camps, or farms]

205

905

(1)  Public ownership
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order
GQ Codes
Resident | Resident Institutional GQs
Non-Staff | Staff
206 905 (2)  Private ownership
207 905 (3)  Ownership unknown (used as a last
resort if no other type code applies.)
2. Short-term Care [length of stay usually 30 days or
less]

208 905 a. Delinquent children [temporary care in
detention centers, reception or diagnostic
centers pending court disposition of case]

702 b. Runaway, neglected, and homeless children
[emergency shelters/group homes which
provide temporary sleeping facilities for
juveniles]

209 905 3. Type of juvenile institution unknown (Used as a last

resort if no other type code applies.)
Nursing Homes (301-307) [skilled nursing facilities (SNF),
intermediate care facilities (ICF), long-term care rooms in
wards or buildings on the grounds of hospitals, nursing,
convalescent, and rest homes including soldiers’, sailors',
veterans', fraternal or religious homes for the aged with
nursing care]
1. Public ownership

301 905 a. Federal ownership [including Veterans' Affairs
(VA), domiciliary homes, and U.S. Naval
homes]

302 905 b. State and county or city ownership

303 905 C. Don't know if Federal, State, county-city
ownership (Used as a last resort if no other
type code applies.)

2. Private ownership
304 905 a. Private not for profit
305 905 b. Private for profit
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order
GQ Codes
Resident Resident Institutional GQs
Non-Staff | Staff
306 905 C. Don't know if for profit or not for profit (Used as
a last resort if no other type code applies.)
307 905 Don't know if Federal, State, local, or private
ownership (Used as a last resort if no other type code
applies.)
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order
GQ Codes

Resident Resident Institutional GQs

Non-Staff Staff

Hospitals and Wards, Hospices, and Schools for the
Handicapped (400-410)

[See also codes 904 and 905, Dormitories for Nurses and
Interns in Military and General Hospitals]

400 905 1. Drug/alcohol Abuse [hospitals and hospital wards in
psychiatric and general hospitals]

2. Chronically Il
401 904 a. Military hospitals or wards for chronically ill

402 905 b. Hospitals and Wards, Hospices, and Schools
for the Handicapped/Chronically 1ll/Other
hospitals or wards for chronically ill [including
tuberculosis hospitals or wards; wards in
general and Veterans' Affairs hospitals for the
chronically ill; wards for progressive or
degenerative brain diseases, such as
neuro-degenerative process, spinal chord
tumor, or other neurologic diseases; wards for
patients with Hansen's Disease (leprosy) and
other incurable diseases; and other
unspecified wards for the chronically ill]

Note: Do not include mental or alcohol/drug abuse hospitals
or wards.

403 905 C. Hospices/homes for chronically ill [including
hospices and homes for AIDS and cancer
patients, and other unspecified terminal
diseases]

404 905 3. Mentally lll (Psychiatric) [hospitals or wards,
including wards for the criminally insane not operated
by a prison and psychiatric wards of general hospitals
and veterans' hospitals. This is a medical setting
designed for the treatment of mental illness. Patients
receive supervised and medical/nursing care from
formally trained staff.]
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ Type

Code Order
GQ Codes

Resident Resident Institutional GQs

Non-Staff Staff

405 905 4. Mentally Retarded [schools, hospitals, wards
(including wards in hospitals for the mentally ill), and
intermediate care facilities for the mentally retarded
(ICF/MR)]

Hospitals and Wards, Hospices, and Schools for the
Handicapped (400-410) (Continued)

5. Physically Handicapped [including schools,
hospitals, or wards in a suitably-equipped medical
setting and designed primarily for the physically
handicapped who receive supervised care and
medical/nursing care from a formally trained staff]

406 905 a. Institutions for the deaf
407 905 b. Institutions for the blind

408 905 C. Orthopedic wards and institutions for
physically handicapped [includes institutions
providing long-term care to accident victims,
and persons with polio, cerebral palsy (leads
to motor dysfunction), muscular dystrophy,
etc.]

Note: Do not include wards for terminally ill patients. Code
such places as "401" military hospitals or wards for
chronically ill or "402" other hospitals or wards for
chronically ill.

409 905 6. General Hospitals with Patients who Have No Usual
Home Elsewhere [including maternity, neonatal,
pediatric (including wards for boarder babies),
Veterans' Affairs, surgical, and other purpose wards
of hospitals and wards for infectious diseases]

410 904 7. Military Hospitals with Patients who Have No Usual
Home Elsewhere [including maternity, neonatal,
pediatric (including wards for boarder babies),
military, surgical, and other purpose wards of
hospitals and wards for infectious diseases]
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ

Type Code Order

2000 GQ Codes

Resident Resident Non-institutional GQs

Non-Staff Staff

College Quarters (501)

501 Dormitories and Fraternity and Sorority Houses (on
and off campus)

Military Quarters (601-603)

1. On Base:

601 a. Barracks, unaccompanied personnel
housing (UPH) (Enlisted/Officer), and
similar group living quarters for military
personnel

602 b. Transient quarters for temporary
residents (military or civilian)

904 C. Dormitories for nurses and interns in
military hospitals

106 904 d. Stockades and jails (on military
installations)
603 2. Military ships [ineligible for all demographic
surveys]
701 Hotels/Motels (701) [those used entirely for

persons without a usual home, and hotels and motels
used partially for persons without a usual home]

Emergency Shelters/Service Locations (701-706)

701 1. Shelters For The Homeless With Sleeping
Facilities [including emergency housing,
missions, and flophouses, Salvation Army
shelters, hotels and motels used entirely for
homeless persons, hotels and motels used
partially for the homeless, and similar places
known to have persons with no usual home
elsewhere who stay overnight]
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ

Type Code Order

2000 GQ Codes

Resident
Non-Staff

Resident
Staff

Non-institutional GQs

702

2. Shelters for Runaway, Neglected, and
Homeless Children [emergency
shelters/group homes which provide
temporary sleeping facilities for juveniles]
(Also Juvenile Institutions, Short-Term Care,
for Runaway, neglected, and homeless
children)

703

3. Shelters for Abused Women (or Shelters
Against Domestic Violence) [ineligible for all
demographic surveys]

4, Service Locations

704

a. Soup Kitchens [ineligible for all
demographic surveys]

705

b. Regularly scheduled mobile food vans
[ineligible for all demographic surveys]

706

5. Targeted Non-sheltered Outdoor Locations
[ineligible for all demographic surveys]

Group Homes/Halfway Houses (801-810)

[with 10 or more unrelated persons (801-805) and
with 9 or less unrelated persons (806-810): Including
those providing community-based care and
supportive services]

Note: Do not include halfway houses for correctional
purposes. If operated for correctional
purposes, code according to Halfway Houses
105.

801,806

1. Drug/Alcohol Abuse [group homes,
detoxification centers, quarterway houses
(residential treatment facilities that works
closely with an accredited hospital); halfway
houses; recovery homes for ambulatory,
mentally competent recovering alcoholics who
may be re-entering the work force]

802,807

2. Mentally Il

803,808

3. Mentally Retarded
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ

Type Code Order
2000 GQ Codes

Resident Resident Non-institutional GQs

Non-Staff Staff
804,809 4. Physically Handicapped

805,810 5. Other Group Homes |[/Including communes,
foster care homes, and maternity homes for
unwed mothers]

900 Crews of Maritime Vessels (900)

Dormitories (501, 601, 901-905)

501 1. Dormitories and Fraternity and Sorority
Houses (on and off campus)

601 2. Military Quarters on Base, including Barracks
[unaccompanied personnel housing (UPH)
(Enlisted/Officer), and similar group living
quarters for military personnel]

901 3. Agriculture Workers' Dormitories on Farms
[includes migratory farm workers camps,
bunkhouses for ranch hands, and other
dormitories on farms including those on "tree
farms"]

902 4. Other Workers' Dormitories [including logging
camps, construction workers' camps,
firehouse dormitories, job-training camps,
energy enclaves (Alaska only), Alaskan
pipeline camps, non-farm migratory workers'
camps (such as workers who lay oil and gas
pipelines)]

903 5. Job Corps and Vocational Training Facilities
for Persons above the High School Level

904 6. Dormitories for Nurses and Interns in Military
Hospitals

905 7. Dormitories for Nurses and Interns in General
Hospitals
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Group Quarters (GQ) Type Codes and Descriptions, Listed In Numerical GQ

Type Code Order
2000 GQ Codes

Resident Resident Non-institutional GQs

Non-Staff Staff

906 Religious Group Quarters (906)

[including convents, monasteries, and rectories
(classify members of religious orders who live in a
dormitory at a hospital or college according to the
type of place where they live, such as college or
hospital dormitories)]

908 Other Non-household Living Situations (908)
[including those not covered by other GQ types, such
as hostels, YMCAs and YWCASs]

909 Natural Disaster (909) [ineligible for all demographic
surveys]
911 Residential Care Facilities Providing "Protective

Oversight" (911)
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Topics In This Section
Linking a Mailing House Number/Street Name Address to a Different

Appendix C

Special Situations

Physical House Number/Street Name Address . ................... ]
Differentiating Between the Valid Address, Under Construction, and Open
to Elements Unit Status Codes .. ......... ... i uuiuenennannn. 4
Determining Year Built . ... ....... ... . . . . @ .. 5
Determining if the Unit is a Trailer . ............... ... . ... ...... 7
Address Record and Map Spot in Different Blocks .. ................ 8

Multiple Duplicates

Linking a Mailing
House
Number/Street
Name Address to a
Different Physical
House
Number/Street
Name Address
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In your Locate Address or Update Block assignment,
you may receive a house number/street name address
that identifies a mailbox instead of the physical location
of a unit. This is most common in apartment
complexes, townhouse complexes, and resort
communities where there is often a cluster of post
office boxes a distance away from the units. The
house number and street name for the physical
location of a unit is different than the house number
and street name for its mailbox.

Attempt to match mailboxes with units by
contacting the rental office or property
manager, or speaking to an occupant.

If you are able to find the unit that should be linked to
the mailbox address...

Move the address that identifies the mailbox to the
Mailing Address tab of the Address Wizard. Enter the
address where the unit is physically located on the
Location Address tab of the Address Wizard.
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If you are unable to find the unit that should be linked
to the mailbox...

Assign the record an activity code of ‘U-Unable to
Verify’ by clicking on the ‘Unable to Verify’ radio button
located on the Operations Bar.

If the unit is located inside a gated community...

You may not be able to obtain the house number and
street name of the physical location. Give the unit an
Activity Code of ‘U-Unable to Verify’ by clicking on the
‘Unable to Verify’ radio button located on the
Operations Bar.

If the unit is inside a resort community...

Contact the property manager to help in matching the
house number and street name of the physical location
with the correct house number and street name of the
mailbox. Mailboxes in resort communities are often
rented out on a temporary basis and can periodically
change which unit they are linked to. Link the mailbox
to the unit that receives mail at the time that you are
listing. If matching of the two addresses cannot be
accomplished, give the unit an activity code of
‘U-Unable to Verify’.

When dealing with these situations, remember to
always:

® Make sure the map spot reflects the physical
location of the unit.

m Enter the address where the unit is located on the
Location Address tab in the Address Wizard.

If the physical location of the unit does not have a house
number/street name address, enter a physical description,
street name, and ZIP Code on the Location Address tab.
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For example, you receive an update block assignment
with the following addresses in your address list:

101 Windsor Green
102 Windsor Green
103 Windsor Green

But when you canvass the block, you find 10 units on
the ground:

7800 Frankfort Drive
7801 Frankfort Drive
7802 Frankfort Drive
7803 Frankfort Drive
7804 Frankfort Drive
7805 Frankfort Drive
7806 Frankfort Drive
7807 Frankfort Drive
7808 Frankfort Drive
7809 Frankfort Drive

You speak to the property manager to obtain more
information about these units. It turns out that Windsor
Green is the resort community name and 101, 102,
and 103 are mailbox addresses for the 3 units that
receive mail. 101 and 102 Windsor Green are used by
units 7801 and 7806 Frankfort Drive respectively.
However, the mailbox 103 Windsor Green is not
currently being used by any of the units to receive
mail. The remaining 8 addresses do not receive mail
because this is a resort community.

Now that you know how the mailbox addresses and
unit addresses are linked, you are able to edit the
records on your address list so that they reflect what is
on the ground. You would want to edit the records 101
and 102 Windsor Green by moving the mailing
address to the Mailing Address tab and entering the
address where the unit is located on the Location
Address tab. Next, assign 103 Windsor Green a
status of ‘Unable to Verify’ because you were unable
to match it to a unit. Then, add the remaining units
and enter their location address. On the Mailing
Address tab, leave the mailing address blank and
check the box saying ‘does not receive mail’.
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Differentiating

Between the Valid
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Construction, and
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Unit Status Codes
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The following information will be reflected in the
Address View and Address Wizard:

Activity Location Address Mailing Address
(ofoT. [}

C 7801 Frankfort Drive

101 Windsor
Green

O

7806 Frankfort Drive

102 Windsor
Green

103 Windsor Green

7802 Frankfort Drive

7803 Frankfort Drive

7804 Frankfort Drive

7805 Frankfort Drive

7807 Frankfort Drive

7808 Frankfort Drive

> (> |> > |>|>|C

7809 Frankfort Drive

Some units may appear to be unfinished. It is
important to choose the correct unit status code for

these structures.

If...

Then...

A unit is in the active
process of being built
and does not yet have a
roof, finished sides(i.e.,
aluminum, vinyl, brick),
and windows

Assign a unit status code
of ‘6-Under
Construction’.

A unit is in the process of
being built and Aas a
roof, finished sides (i.e.,
aluminum, vinyl, brick),
and windows

Assign a unit status code
of ‘1-Valid Address’.
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If... Then...
A unit has begun to Assign a unit status code
deteriorate (parts of roof | of ‘3-Open to the
missing, no windows) Elements’.
Determining Year Year built refers to the original construction completion
Built date for the structure in relation to Census Day 2000

(April 1, 2000). Construction is complete when the
structure has a roof, finished sides, all exterior
windows and doors, and usable floors. Year Built does
not apply to any later remodeling or conversions
within, or additions to, previously existing residential
structures, or the date that a house is moved to
another site or lot.

You will determine Year Built when updating current
survey area frame blocks in Permit Issuing areas, that
is, in areas where the Building Permit Office (BPO)
issues permits for residential new construction.

Determine Year Built by asking a knowledgeable
person when not apparent.

Determine Year Built for residential buildings such as:

®m Single-family houses, which are detached, semi-
detached, side-by-side (including rowhouses,
townhouses, quadruplexes), shellhouses, summer
cottages, model houses, guesthouses, hunting
cabins;

B Multi-unit structures and buildings with

condominiums or cooperative (includes time
sharing) housing units;
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Buildings with a combination of residential and
commercial space (business or professional use) as
long as at least half of the floor space is used for
residential purposes. Exception: determine Year
Built for any mixed-use building that has 50 or more
residential housing units; and

Structures being converted from commercial to
residential use.

Do NOT determine Year Built for:

Manufactured homes (modular homes, mobile
homes, trailers), built in a factory with transportation
gear attached (axle and chassis), even if the gear
has been removed before placing the manufactured
home on a permanent foundation, or the gear is
hidden by a skirt, or one or more rooms have been
added to the manufactured home;

Non-structural living quarters, such as tents,
houseboats, converted railroad cars or buses;

Travel trailers and motor homes;

Public housing in which residential buildings are
owned, from the outset of construction, by federal,
state, or local government agencies;

Residential conversions, alterations, renovations,
repairs;

Room additions to existing structures or
manufactured homes;

Rebuilding of a house on an existing foundation;

Buildings with a combination of residential and
commercial space (business or professional use)
where less than half of the floor space is used for
residential purposes; and

Non-residential structures such as stores, factories,
churches, schools, or government buildings.

When choosing a Year Built category in the Year Built /
Trailer tab of the Address Wizard:
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Determining If the
Unit is a Trailer
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® Choose ‘Before April 1, 2000 (B)’ for a structure
built before April 1, 2000.

®m Choose ‘After April 1, 2000 (A)’ for a structure under
construction or built on or after April 1, 2000.

B Choose ‘Not needed. Does not need to be
determined’. for non-structural residential places
that the local BPO would not issue a residential
building permit to construct. See the situations
listed under Do NOT determine Year Built for:
above.

If it is determined that a unit is a trailer, you will need to
check the trailer or mobile home box located on the
Year Built/Trailer tab.

A unit is considered a trailer if it is a manufactured
home (modular home, mobile home, or trailer).
Manufactured homes are built in a factory, designed to
be towed on its own chassis, have transportation gear
integral to the unit when it leaves the factory, and do
not need a permanent foundation. They include
multiwides and expandable manufactured homes.

Manufactured homes may have:

B a porch added,

B one or more rooms added,

B gear that has been hidden by a skirt, immobilized, or
removed for placement on a permanent foundation,

B a crawl space, or

B been placed on blocks.
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You will also need to list and select the trailer or mobile
home box for vacant trailer sites.

A vacant trailer site:

® Must have utility hookups.

B Must have a permanent site. This includes a
cement slab, grass, or dirt area.

® Must be identified by a street address, site or lot
number or letter, or other identification.

Do not list (or mark as deleted if they are already
listed) vacant sites in highly transient, temporary
campgrounds, such as KOA or recreational vehicle
campgrounds or parks, commercial or public
campgrounds, and fairs and carnivals.

While conducting a Locate Address or Update Block
assignment, you may encounter a situation where an
address record and corresponding map spot are in
different blocks. The procedures for this situation
differ depending on whether you are conducting an a
Locate Address assignment or an Update Block
assignment. Follow the procedures appropriate to
your situation.

An address record that has a ‘Y’ in the Spotted column
means that the address is spotted somewhere in the
county, but not necessarily in the block you are
reviewing. In cases where you notice that the address
record has a Y’ in the Spotted column, but there is no
corresponding map spot in the block, then determine
which of the special situations below you have
encountered and follow the steps provided for that
situation.
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Figure 1 is an illustration showing what you may see in
the ALMI when you encounter this situation.
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Activit | Spot# I Spotted i Callb... | Location Address | MAF [D I Lacation Description i Locatia,., | Rural Route [ Box #

1201 Bellvue 5t 8600800032500 03631
1221 Bellvue 5t 8800800092510 03631
1231 Bellvue 5t 8600800032520 03631
1241 Bellvue 5t 8800800092530 03631
2030 Buena Yista Or 8800800091500 03631
2060 Buena Yista Dr 8800800031510 03631
1401 Cedar 5t 8800800092930 03631
53 ¥ 1421 Cedar 5t 8800800092940 03631
1451 Cadarcr 00200007050 EQAD ST TAN 0L U EDCIT. 02631

Figure 1 ALMI Map

For example, you are assigned 1421 Cedar St as a
Locate Address assignment. In the address list for
tract/block 0003.00-2111, you see a ‘Y’ in the Spotted
column for the assigned address, 1421 Cedar St.
However, you notice the map spot associated with this
address is not located in this block. You realize that
map spot #53, the map spot associated with the
address 1421 Cedar St, is highlighted (as a result of
the address record being selected) in an adjacent
block just southwest of the active block.

Not all situations where address records and map spots are
in different blocks will look like this. Some map spots will
be located in blocks that are a distance away from the block
where the address record is located. In these cases, you
will not see the map spot in the adjacent block.
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Case Management opens the block map associated
with the assigned address record.

A.  Did you find the address in the block identified by

Case Management?
If... Then...
Yes Go To Step B.
No Go To Step C.

B.  Determine if the associated map spot is in the
loaded map by selecting the address record then
observing if the Zoom to Spot button is active.

Is the Zoom to Spot button active?

If the Zoom to Spot button is active, do the
following:

1  Click on the address record (this also highlights
the associated map spot, even if it is not visible
on the map as zoomed.)

) e
2  (Click the we | button.

3  Place the cursor in location on the map where
the map spot belongs and click once.

4  See Chapter 4.2 for procedures on reviewing
the address information.
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If the Zoom to Spot button is not active, do
the following:

1 Make note of the tract/block where the address
record is located.

2 (Close the current opened map.
3  Open the full county map.

4 Make the tract/block where the address record
is located active.

5 Select the assigned address record from the
Address List (this also selects the map spot,
even if it is not visible on the map as zoomed.)

6 Click the 1| button.

7  Place the cursor in the location on the map
where the map spot belongs and click once.

8 See Chapter 4.2 for procedures on reviewing
the address information.

C. Determine If the address exists at the location of
the map spot. To do this you must find the
associated map spot by using the Zoom to Spot
button. Select the assigned address record and
then observe if the Zoom to Spot button is active.

Is the Zoom to Spot button active?

If the Zoom to Spot button is active, do the
following:

1 Click the Zoom to Spot button.
2  Proceed to Step D.
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If the Zoom to Spot button is not active, do
the following:

1 Make note of the tract/block where the address
record is located.

2 (Close the current opened map.
3  Open the full county map.

4 Make the tract/block where the address record
is located active.

5 Select the assigned address record from the
Address List (this also selects the map spot,
even if it is not visible on the map zoomed.

6 Click the Zoom to Spot button.
7  Proceed to Step D.

D.  Does the unit exist at the map spot location?

If the unit exists at the map spot location, do
the following:

1 Click on the map spot.

i

2  (Click the S‘p button.

3 Place the cursor on the map where the map
spot belongs and click once.

If the address exists in exactly the same location
where the map spot is located, just click right next to
it, as this move is necessary to bring the address
record and map spot to the same location.

4  See Chapter 4.2 for procedures on reviewing
the address information.
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If the unit does not exist at the map spot
location, do the following:
1  Find where the address exists on the map.

2  Proceedto Step E.

E.  Determine the location of the assigned address.

Are you able to find the assigned address in the field?

If you are able to find the assigned address in
the field, do the following:

1 Make the block containing the assigned
address the active block.

2 Make the area where you found the assigned
address visible on the map.

3 Select the assigned address record from the
Address List.

it

4 Click the :f"b button.

5 Place the cursor on the map where the map
spot belongs and click once.

If you are unable to find the assighed address
in the field, do the following:

1  Select the assigned address from the Address
List.
: X
2 Click the peee| button.

3  Select a status of ‘Unable to Locate’.
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Update Block
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If you are conducting an Update Block assignment,
proceed with the following instructions.

A.  Assess your situation.

If...

Then...

There is an Address
Record in your assigned
block that has a ‘Y’ in the
spotted column, but
there is no
corresponding map spot
in the block.

An Address Record that
has a ‘Y’ in the spotted
column means that the
address is spotted
somewhere in the county,
but not necessarily in the
block you are reviewing.

Go to Step B.

There is a map spot in
your assigned block that
does not have a
corresponding address
record in the address
view.

Go to Step G.

B.  Did you find the unit on the ground in the block
where the address record is located?

If... Then...
Yes Go to Step C.
No Go to Step D.

C. Determine If the associated map spot is in the
loaded map by selecting the address record then
observing if the Zoom to Spot button is active.
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If the Zoom to Spot button is active, do the
following:

1 Click on the address record (this also highlights
the associated map spot, even if it is not visible
on the map as zoomed.)

2 Click the | button.

3  See Module 2.4 for procedures on reviewing
the address information.

If the Zoom to Spot button is not active, do
the following:
1  Click on the address record.
X
Click the p===| button.
Select a status of ‘Unable to Locate’.

Add a new map spot where the unit should be.

u » W N

Enter the address information, copying all of the
information from the old unit to the new unit.

D.  Determine if the unit on the ground exists at the
location of the map spot. To do this, you must
find the associated map spot by using the Zoom
to Spot button. Select the address record and
then observe if the Zoom to Spot button is active.

If the Zoom to Spot button is active, do the
following:

1 Click the Zoom to Spot button.
2  Proceed to Step E.
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If the Zoom to Spot button is not active, do
the following:

1  Click on the address record.

2 Click the o/ button.

3  Select a status of 'Unable to Locate’.

E.  Does the unit on the ground exist at the map spot
location?

If the unit exists at the map spot location, do
the following:

1 Click on the map spot.

2 Click the wae| button.

3 Place the cursor on the map where the map
spot belongs and click once.

If the unit exists in exactly the same location where
the map spot is located, just click right next to it, as
this move is necessary to bring the address record
and map spot to the same location.

4  See Module 2.4 for procedures on reviewing
the address information.

If the unit does not exist at the mapspot
location, do the following:

1 Check the adjacent blocks to see if any units on
the ground match the address information.

2 Proceed to Step F.

- Appendix C
February 2003
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F. Determine the location of the unit

If you are able to find the unit in the adjacent
block, do the following:

1 Make the area where you found the unit visible
on the map.

2 Click on the address record.

3 Click the 12| button.

4  Place the cursor on the map where the map

spot belongs and click once.

If you are unable to find the unit in an
adjacent block, do the following:

1  Click on the address record.
2  (Click the D)ﬁ button.

3  Select a status of ‘Unable to Locate’.

G. Determine the correct location of the map spot by
clicking on the map spot and viewing the address
information in the review bar.

If the map spot and address information in the
review bar match a unit that is on the ground
in that block, do the following:

1 Click on the map spot.

i

2 Clickthe | button.

3  Place the cursor on the map where the map
spot belongs and click once.

If the unit exists in exactly the same location where
the map spot is located, just click right next to it, as
this move is necessary to bring the address record
and map spot to the same location.
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4  See Module 2.4 for procedures on reviewing
the address information.

If the map spot and address information in the
review bar do NOT match a unit on the ground
in that block, do the following:

1 Proceed to Step H.

H.  Determine if the address record is in the loaded

map.

To determine if the address record is in the
loaded map, do the following:

1  Select the map spot by clicking on it.

2 (Click the

button on the Operations Bar.

3  Select the Tech tab and make note of the tract
and block information. This is where the
address record is located. Close the Address
Wizard by clicking ‘Cancel.

4  Select the Tract-Block button on the operations
bar and review the list of blocks to see if the
tract-block you just viewed in the tech tab is on

this list.

If...

Then...

The block information
that you viewed on the
Tech tab is on the
Tract-Block list.

Proceed to Step I.

The block information
that you viewed on the
Tech tab is NOT on the
Tract-Block list.

Delete the map spot by
selecting the spot and
pressing the delete
button. Assign the spot a
status of ‘Unable to
locate’.
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. Determine If there is a unit on the ground in the
block where the address record is located that
matches the address information.

Make the block where the address record is located
the active block. Do this by selecting the tract-block
button and choosing the block where the address
record is located.

If a unit on the ground matches the address
record in the active block, do the following:

1 Highlight the address record in the Address
View.

2 Select the S"b button.

3 Click in the map view where the unit is located.
The map spot is now in the block with the
address record.

4 See Module 2.4 for procedures on reviewing
the address information.

If there is no unit on the ground that matches
the address record in the active block, do the
following:

1 Proceed to Step J.
J. Determine if the unit belongs in an adjacent

block.

Check the adjacent blocks to see if any units on the
ground match the address information.

- Appendix C
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Multiple Duplicates
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If the address information matches a unit in
an adjacent block, do the following:

1 Zoom out far enough so that you can see the
block where the unit should be. The block with
the address record should be active.

2 Select the address record and click | vee

3 Click on the map where the unit is located. The
map spot and address record have been

moved to the correct block.

4 See Module 2.4 for procedures on reviewing
the address information.

If the address information does not match a
unit in an adjacent block, do the following:

X
1 Click =] to delete the unit by highlighting the

address record or map spot.

2 Assign the unit a status of ‘Unable to locate’.

Below are two examples of how to handle a unit on the
ground that has three records in the ALMI.

When dealing with multiple duplicates, remember that you
should NEVER delete a record that you designate as the
surviving MAF ID. Link all of the deleted units to the same
survivor.

Example 1.

Addresses A, B, and C are all duplicates. Upon
reviewing the available address and map spot
information you determine that address B is the most
complete and accurate address. You must delete
addresses A and C and link them to address B as
duplicates.
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To link A to B, do the following:

1 Select address A and click the D)ﬁ button.
2  Select Duplicate as the status.

3 Click the Find button and select the MAFID
associated with address B.

To link C to B, do the following:

1  Select address C and click the D)l(t button.
2 Select Duplicate as the status.

3 Click the Find button and select the MAFID
associated with address B.

Result of the above actions:

Addresses A and C are both linked to address B as
duplicates.

Example 2:

The assigned address is “47 Raleigh Road.” Check
the ALMI to see what other addresses are present
along Raleigh Road. The ALMI shows three other
addresses on Raleigh Road: 49 Raleigh Road, white
brick hse w/4 car garage on right, and large white
house w/large gar on right. While looking at the house
at 47 Raleigh Road, you observe that it is a white brick
house with a 4 car garage on the right. You also
realize that there are only 2 houses along Raleigh
Road, 47 Raleigh Road, and another red brick house
with an address of 49 Raleigh Road. You conclude
that the two address records with descriptions
duplicate the assigned address of “47 Raleigh Road.”

Determine which unit you are keeping - It

should be the one with the most accurate and
complete address information.
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Link the two duplicate units to the MAFID
associated with the unit you are keeping -
Select one of the address records you are deleting and
click the Delete button. Find the MAFID associated
with the record you decided to keep.

Repeat the same action for any additional
units you want to delete - Always link each
duplicate to the same surviving MAFID. Remember to
copy any applicable information from the units you are
deleting to the unit you are keeping.
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what does

That
Word nean?

ACS-CP - American Community Survey
- Coverage Program. Provides a
systematic enhancement of address
updating in areas that the Census
Bureau has identified as experiencing
major new development.

Activity Code - A code that indicates the
actions taken on specific units (for
example, changed, deleted, verified, and
so forth.)

Address Wizard - ALMI application
feature that allows you to enter specific
information about an address.

ALMI - Automated Listing and Mapping
Instrument. A software package that
FRs use on their laptops to list or update
assigned blocks or addresses.

Assignment area - A small geographic
area established by the Census Bureau
for a specific field operation.

Block - A block is a geographic area
bounded on all sides by visible features
such as roads, railroad tracks, or rivers;
or by invisible features such as county
boundaries, city limits, or property lines.

Block maps - Maps that show block
level geography and the location of all
streets, and map spots within the block.

Boarding house - A house that provides
room and meals to guests who usually
pay on a weekly or monthly basis. The

Glossary
February 2003

proprietor may or may not eat with the
boarders. Classify as housing units.

Boundary - A line that identifies the
extent of a geographic entity, such as a
census block, census tract, county, or
place. A portion of a boundary may
coincide with a visible feature or be an
invisible feature and more than one
geographic entity may share the same
boundary.

BSA - The Basic Street Address. A
BSA is complete when it contains a
house number, a street name, a post
office/city name, a state, and a ZIP
Code. A BSA is incomplete when it is
missing either a house number or a
street name (or number).

Canvassing - The process of traveling
around the streets, roads, alleys, and
pathways within the block boundary, in a
carefully planned path of travel, to
identify all living quarters present within
the block.

CAPI - Computer Assisted Personal
Interviewing. An automated application
used for interviewing.

Census tract - A small, statistical
subdivision of a county or statistically
equivalent entity delineated for data
presentation purposes.

Census tract maps - Maps that show
the feature network and all the census
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blocks within a single tract. The maps
will also show a small fringe area
(shaded in grey) just outside the tract
boundary.

CFCC - Census Feature Classification
Code. An alphanumeric code that
uniquely identifies the basic
characteristics of a map feature in the
Census Bureau’s TIGER File.

County maps - Maps that cover the
entire county and are designed to help
easily locate the block and plan a route
of travel.

DAAL - Demographic Area Address
Listing. The automated process for
listing and mapping via laptop computer.

Demographic Area Address Listing
(DAAL) Case Management - A software
application that displays your listing
assignments, or cases, so that you can
plan your work before entering the listing
instruments.

Direct access - separate living quarters
have direct access when an occupant
can either: (1) Enter the living quarters
directly from the outside of the structure,
or (2) Enter the living quarters from a
common hall or lobby that is used by
occupants of more than one unit. The
hall or lobby must not be part of any unit
and must be clearly separate from all
units in the structure.

DSMD - Demographic Statistical
Methods Division. The Census Bureau
division that designs and selects the
samples for the demographic surveys.

Duplicate - A duplicate exists when
there is more than one record in the
ALMI for one unit on the ground.
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Embedded housing unit - living quarters
within a GQ that has direct access and
its occupant(s) or intended occupant(s)
live separately from the residents of the
GQ.

FR - Field Representative.

Find Growth (FG) Method - the process
of identifying areas with new housing
units and determining the census blocks
where the new units are located.

Freestanding housing unit - living
quarters that is associated with a GQ,
but physically separate from the group
quarters structure.

GAIL - Group Quarters Automated
Instrument for Listing. A software
package that FRs use on their laptops to
list and update GQs.

Geocode - Identifies the tract and block,
determined by matching the address to
a Census Bureau file, where an address
is most likely located.

GQ-A - A GQ that is listed, using the
GAIL, as part of an Update Block
assignment.

GQ contact person - someone who is
knowledgeable about the GQ, its
residents, and register, if any, and
supervises or in some way maintains the
orderly functioning of the GQ and its
residents. Possible contact persons
include managers, nurses, guards,
administrative personnel, and
custodians. In rare instances a contact
person may be a longtime resident of
the GQ.

Group Quarters (GQ) - a type of living
quarters where the residents share
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common facilities or receive authorized
care or custody. A GQ is not a housing
unit by definition. There are three
categories of GQs— institutional,
non-institutional, and military housing.

Governmental Unit (GU) - A geographic
entity established by legal action, and
for the purpose of implementing
administrative or governmental
functions. Most governmental units have
officially recognized boundaries. All area
and population of the United States are
part of one or more legal units, such as
American Indian reservations, States,
counties, county subdivisions, and
incorporated places.

Hotel or motel - If contracted by a local
government or other organization to
house the homeless, it is treated as a
GQ Type 701 (homeless shelter).
Otherwise, it is treated as a GQ Type
908 or a place with one or more HUs,
that rents rooms or suites to transient or
permanent guests. The rent paid by
guests usually covers linens, maid, and
desk service.

HU - Housing unit. A house, an
apartment, a mobile home or trailer, a
group of rooms, or a single room
occupied as separate living quarters or,
if vacant, intended for occupancy as
separate living quarters.

Institutional GQ - A place that houses
people who, in most cases, stay
involuntarily and are not allowed (or
able) to come and go without receiving
permission. Example: a prison.

Listing addresses - the process of
entering in the laptop computer the BSA
or descriptive information about living
quarters.
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Living Quarters - are intended for
residential occupancy and are classified
as either housing units or group
quarters. Living quarters may be located
within a traditional house, apartment, or
trailer, or living quarters may be located
in a non-traditional tent, boat, or
container. Living quarters may be
occupied or vacant.

Locate Address (LA) Method - The
process of finding the place, site, or
limits of a basic street address (BSA)
and applicable housing unit. Used when
an address needs to be field verified.

MAF - Master Address File. A Census
Bureau database containing records for
HUs, GQs, and non-residential
addresses in the United States.

Main entrance - The entrance of a
structure for which the address of the
building is given.

Manufactured home - A modular home,
mobile home, trailer; built in a factory
with transportation gear attached (axle
and chassis), even if the gear has been
removed before placing the
manufactured home on a permanent
foundation, or the gear is hidden by a
skirt, or one or more rooms have been
added to the manufactured home.

Map Spot - A mark on an ALMI map
indicating the ground position of an
address. A structure and map spot
have a one-to-one relationship.

MCD - Minor Civil Division. A type of
governmental unit that is the primary
legal subdivision of a county in 28
States, created to govern or administer
an area rather than a specific
population. The several types of MCDs
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are identified by a variety of terms, such
as town, township, and district. Many
MCDs represent local, general-purpose
governmental units, which makes them
required areas for presentation of
decennial census data.

Merged - The result of combining two or
more unit addresses in the ALMI
because they have been physically
combined to form one unit address. A
merge could involve two or more single
family homes or two or more apartments
in @ multi-unit structure.

Military GQs - Places (often called
barracks) that house active duty armed
forces personnel on a military base.

Mobile home (MH) - See manufactured
home.

Modular home - See manufactured
home.

Multiple type GQ - A structure with more
than one existing GQ type.

Non-institutional GQs - A place that
houses people who stay voluntarily and
are allowed to come and go without
receiving permission or assistance.
Example: college dormitory.

Non-residential - A type of structure that
is not meant to be used as living
quarters and people do not live there.
Examples of non-residential units are:

a store, a church, a post office, or a
police station.

Outcome Code - A numeric code that
indicates what happened to a case,
whether it is completed, partially
completed, inaccessible, and so forth.
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Overview map - An ALMI map. It can
be a county overview map or an
overview map for a selected geographic
area - a specific American
Indian/Alaskan Native Area/Hawaiian
Homeland (AIANHH), Minor Civil
Division (MCD), Place, Tract, or ZIP
Code. County level overview maps only
show main roads and names in the
county. Tract level overview maps show
block boundaries, not streets within the
block. Overview maps are designed to
help easily locate the block and plan a
route of travel. Overview maps contain
only map features and feature names
and are not editable.

PAPI - Paper and Pencil Interviewing. A
mode of collecting interview data using a
paper questionnaire.

PSU - Primary Sampling Unit. Numeric
codes used to assist with field workload
assignments. The first two digits are the
FIPS State code and the last three digits
are the FIPS County code. FIPS stands
for Federal Information Processing
Standards.

Replacements - are structures or mobile
homes that now exist where previously
listed structures or mobile homes once
stood, but have been demolished or
were moved since they were originally
listed.

RO - Regional Office.

Rooming house - A house that provides
rooms to guests who usually pay on a
weekly or monthly basis. Rent does not
cover meals, but could cover linens and
maid service. Contains only housing
units.
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Special Place (SP) - A parent
organization that usually owns or
operates one or more GQs. For
example, a university is usually a special
place with several dormitories that are
GQs.

Structure - a separate building that
either has open space on all sides (no
other building is attached to it), or is
separate from other structures by a
dividing wall that extends from ground to
roof. A structure and a map spot have a
one-to-one relationship.

Targeting - is the process of using a
variety of information sources, such as
local governments, population
estimates, USPS mail delivery statistics,
and various administrative records, to
identify potential areas where new
growth is present.

TIGER - Topologically Integrated
Geographic Encoding and Referencing
(system or database). It is a digital
geographic database that automates the
mapping and related geographic
activities required to support the US
Census Bureau’s census and survey
programs.

Trailer - See manufactured home.

Ungeocoded address - an address with
unknown Census tract and block
numbers. Only the county code is
known.

Unit Status Code - a numeric code that
describes the current status for a
housing unit, such as valid address,
demolished, open to elements, and so
forth.

Unit Type Code - a code that describes

Glossary
February 2003

the type of structure found at an
address. (Residential, Group Quarters,
or Non-residential)

Update Block (UB) Method - the
process of canvassing blocks to update
ALMI map and address information.

Update Block-NHIS (UB-N) - Update
bock assignments listed only for NHIS,
the National Health Interview Survey.

Verify addresses - the process of
reviewing BSA and map spot
information by visual observation and
asking reliable, knowledgeable sources
for confirmation that it is correct.

Year Built Code - a code that indicates
whether a structure was built before or
after the last Census date.

YMCA - Young Men’s Christian
Association. An organization that
maintains places that offer, at a
moderate cost, educational and
recreational activities in addition to
lodging for transient and non-transient
guests. Classify YMCA residences as
GQ Type 908.

YMHA - Young Men’s Hebrew
Association. An organization that
maintains places that offer, at a
moderate cost, educational and
recreational activities in addition to
lodging for transient and non-transient
guests. Classify YMHA residences as
GQ Type 908.

YWCA - Young Women’s Christian
Association. An organization that
maintains places that offer, at a
moderate cost, educational and
recreational activities in addition to
lodging for transient and non-transient
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guests. Classify YWCA residences as
GQ Type 908.

YWHA - Young Women’s Hebrew
Association. An organization that
maintains places that offer, at a
moderate cost, educational and
recreational activities in addition to
lodging for transient and non-transient
guests. Classify YMHA residences as
GQ Type 908.

Zone Improvement Plan (ZIP) Code -
An administrative unit established by the
U.S. Postal service for the distribution of
mail.
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